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The Versa Business Series 


VERSALEDGER II is a complete general ledger and 
checking account maintenance system designed to 
handle any size business with ease. It can be operated 
independently or accept posting from all other modules 
in the VERSASERIES 


VERSARECEIVABLES 2.0 is an integrated accounts receivable, 
order-entry, invoicing and monthly statement-generating 
system that can be operated independently or linked with 
VERSALEDGER II and/or VERSAINVENTORY. 


VERSAINVENTORY 2.0 gives instant access to data on any 
item in your inventory and keeps track of items in and out 
of stock, what should be reordered, items on backorder, 
and prints all related inventory reports. 

FREE 64 PAGE 
SOFTWARE CATALOG! 

call 800-431-2818 

(or 914-425-1535 inside 
New York State) 

or write to: 

H & E Computronics, Inc. 
50 North Pascack Road 
Spring Valley, NY 10977 


VERSAPAYABLES 2.0 is designed to keep track of current 
and aged payables, maintain a complete record on each 
vendor, print checks, purchase orders, transaction 
reports, and automatically suggest which aged payable 
reports vouchers should be paid. 


VERSAPAYROLL 2.0 maintains complete records for all 
employees, performs all payroll calculations automati¬ 
cally, prints payroll checks, and keeps track of all 
government-required data. VERSAPAYROLL may be 
operated independently or linked with VERSALEDGER II. 
Prints payroll checks, payroll reports and keeps track of 
all government required data. 
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VERSALEDGER II REGISTRATION FORM 


Owner’s Name _____ 

Address _____ 

City, State, Zip ___ 

Telephone Number (with area code) ( ) -Credit Card #- Exp. Date- 

I have read all of the information listed above and on the preceding page, and agree to all terms listed on this 
registration form. 

Signature ___ Date - 

Enter your computer’s name and model: - 

Enter the serial number from your software package: - 

Enter your H & E Computronics, Inc., Invoice number: _ 

(or attach a copy of your sales receipt) 

Please send this completed form to: 


H & E COMPUTRONICS, INC. 
REGISTRATION DEPARTMENT 
50 NORTH PASCACK ROAD 
SPRING VALLEY, NY 10977 







VERSALEDGER II 
OPERATOR’S MANUAL 


Software and Documentation by Richard Kaplan 
Published by H & E Computronics, Inc. 


Copyright © 1982, 1983, 1984, 1985 
by H & E Computronics, Inc. 

50 North Pascack Road 
Spring Valley, New York 
10977 

This documentation may not be copied by any means 
without prior written permission from the publisher. 
All rights reserved. 



IMPORTANT NOTICE FOR ALL VERSABUSINESS OWNERS 


Thank you for purchasing H & E Computronics, Inc., VERSABUSINESS Software. Our official 
forms supplier is RAPIDFORMS (they offer low-cost forms and quick service). 

To order tractor-feed computer forms, call the RAPIDFORMS toll-free telephone number: 
(800) 257-8354 (in New Jersey call 800-322-5587 or 609-933-0480), or write for a FREE 
FORMS CATALOG from RAPIDFORMS, Inc., 501 Benigno Blvd., Bellmawr, NJ 08031. 

TRACTOR-FEED BUSINESS FORMS FROM RAPIDFORMS 

BUSINESS CHECKS: VERSABUSINESS FORM # H2869 or # H6869 

(for VersaLedger II, VersaPayables, and VersaPayroll) 

STATEMENTS (2 styles supported): VERSABUSINESS FORM # H2905 or H2910 

(for VersaReceivables) 

INVOICES (2 styles supported): VERSABUSINESS FORM # H2940 or H2970 
(for VersaReceivables) 

INVOICES: VERSABUSINESS FORM # H2970 
(for Versalnventory) 

We are very proud of our H & E Computronics, inc ., software. The response from thousands 
of owners has been very positive. We do hope that you find our software to be an important 
addition to your library. 

Do you need help with our software? If you can’t find the answer you’re looking for in your 
software Operator’s Manual, you can call our technical service line and a programmer will 
be happy to help you with your problem (see registration form for specific details on our 
customer service policy). The technical service number is: 

(914)425-1697 

Best time to call? Our technical service staff is available weekdays from 9:00 AM to 1:00 PM 
and from 2:00 PM to 5:00 PM (Eastern time). 


IT IS EXTREMELY IMPORTANT THAT YOU COMPLETELY FILL OUT 
AND RETURN THE ORIGINAL COPY OF YOUR REGISTRATION FORM 



PERSONALIZED TELEPHONE AND TECHNICAL SERVICE REQUEST FORM 
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Introduction 


VERSALEDGERII is the most powerful and versatile accounting system available for 
your microcomputer. VERSALEDGER II will help you to keep track of your checkbook, your 
general ledger, or both! It has been designed so that no previous computer experience or 
accounting skills are needed in order to master the system. 

Prior to starting, here is some preliminary advice to help you successfully implement your 
VersaLedger II package. 

1. Be patient. We have found that some users are able to fully implement the 
VersaLedger II package within 3 hours, while other users require 100 or more hours 
to fully implement the system. VersaLedger II is a very sophisticated software pro¬ 
gram. We recommend that you pace yourself according to your individual needs and 
learning capabilities. Computers are not always easy. If you can’t digest VersaLedger II 
in one 3-hour sitting, then try learning by setting up a schedule of perhaps 6 half-hour 
sittings so that you can learn one specific task at a time. 

2. Once again, we strongly recommend patience. It is very difficult to predict an 
individual’s learning curve related to computer software. We have had many first time 
users who possessed little accounting knowledge and had VersaLedger II successfully 
running in under an hour. We have also had some well-educated computer owners 
with plenty of computer experience who have taken 10 hours to implement 
VersaLedger II. 

3 READ THE MANUAL. H & E Computronics, Inc. does provide a full time staff 
that can help answer any possible questions that you may have related to VersaLedger 
II. We invite you to take advantage of our FREE technical service program. However, 
our programmers sometimes get a little impatient when they hear the same questions 
again and again (especially when the answers are in the manual). 


PLEASE DO READ THE MANUAL. 

The VersaLedger II manual contains the answers to just about any question you may 
have. Running a computerized accounting system isn’t always easy. We recommend 
that you read through the manual once prior to inserting your diskette. After starting 
the system, it would probably be helpful to read through the manual a second time to 
refresh your memory. 

4. The manual isn’t as big as it appears to be. Don’t be intimidated. Much of the manual is 
devoted to information related to specific computers and sample printouts. If you 
don’t own the particular computer referenced, skip that section. 

5. Don’t hesitate calling for help. Our technical service programmers can help you with 
any problem you may have with VersaLedger II. Please do read our entire manual 
prior to calling. Once you read your manual, our technical service department will be 
glad to answer any question that you may have, no matter how simple or difficult your 
question may be. 

6. Although not necessary, it would be helpful for those users without any accounting 
experience to pick up a simple non technical accounting book from a local bookstore 
to help the non-accountant pick up some of the correct terminology and procedures 
that should be used. 
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7. Implement VersaLedger II one step at a time. If you don’t want to get into the “hard 
core’* accounting aspects of VersaLedger II, you can just use the Check Register 
portion. After you become an expert check register user, you can then begin to 
implement the general ledger 

8 . Before using VERSALEDGER II, it is extremely important that 
you make backup copies of the diskettes that you have 
received. We recommend that you make three copies of the MASTER diskettes 
that you have received...then file the MASTER diskettes and two copies safely away. 
Use the third copy to work with. 

BACKUP instructions are not included within this manual. VersaLedger II diskettes 
are not copy protected. Please consult your computer owner’s manual for BACKUP 
instructions. 

9. Always make frequent copies of your data diskette. Computers always break down 
after you have entered a lot of new information! Diskettes always go bad after 
someone has entered data for the last hour! Backup your working diskettes fre¬ 
quently! It’s probably best to have a backup set of diskettes made for every day of the 
week...so if something unexpected happens, you can go back to the diskettes from 
prior days. 

10. NOTATION USED THROUGHOUT THE MANUAL 

As you use this manual to set up your VersaLedger II program, you will be told to press your 
ENTER or RETURN key for some responses. At other times you will have to type the 
response printed in this text exactly as it appears. (Do not type the words “ENTER” or 
“RETURN”, however; just press the ENTER or RETURN key.) Sometimes you will have to 
enter your own information. By following the manual and your computer prompts, you 
should be able to establish your check register and/or general ledger system without 
difficulty. 

So... if you find yourself in front of your computer waiting for something to happen, perhaps 
you forgot to press your ENTER or RETURN key! 
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What to Expect 


VersaLedger II has been designed to let you create a variety of financial systems. You can 
choose to establish the system that best suits your business needs. 

You don’t need typing skills, computer skills, or accounting skills to master VersaLedger II. 
You simply need to allocate several hours to learning our program and setting up your 
system. 


This is how VERSALEDGER II can help you: 


• VERSALEDGER II is an easy-to-use system for keeping track of your checkbook. 

• If all you need is a general ledger, you can immediately begin to use the general ledger 
features of VERSALEDGER II, without using the checkbook features. 

• If you choose to use BOTH the checkbook and general ledger features of VERSA¬ 
LEDGER II, your computer will automatically enter totals from each of your check 
categories into your general ledger each month. 

• If you use the check register portion of the program, you will always have a running 
checkbook balance. You will also be able to print a list of all your outstanding checks. 

• At income tax time you will find the check register LIST BY ACCOUNT feature very 
useful. This feature will show you how much money you spent or received from 
various income and expense categories. 

• If you plan to use the general ledger portion of the program, you will be able to design 
and store your own formats for your balance sheet and income statement. With 
VERSALEDGER II, you can have it your way! 
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The Easy Way Through This Manual 

CHAPTER ONE is essential to each user. It provides instructions for creating a 
working program disk that will run with the Basic and operating system you use on your 
computer. Step by step instructions are provided for each computer to get your program 
up and running. This means you can skip most of this chapter and concentrate only on the 
pages dedicated to your system. 

You will also need information provided in this chapter when it is time to use the sample 
data, remove the sample data, back up your own data, clear a full disk, or use special 
instructions provided for your system’s menus or printers. The final section of this chapter 
tells you how to set up the check register and general ledger, and what to do at the end of a 
day, month, and year. 

CHAPTER TWO explains each MENU option in detail. You can follow it in order to 
view the sample data or reference the sections you need as you begin to learn and use 
VersaLedger II. This chapter also contains sample reports that you should become familiar 
with before attempting to format reports of your own. 

CHAPTER THREE contains a reprint of the TDOS manual for TRS-80 I/III/4 users 
only. This information is NOT required for using VersaLedger II, but it will be useful for 
experienced programmers who attempt to customize this program for the TRS-80 I/III/4. 

CHAPTER FOUR is for people who encounter problems. It contains answers to 
commonly asked questions and an explanation of the error codes you may receive while 
running VersaLedger II. Read through this section carefully before you call the technical 
support department It will save you money on your phone bill. 

CHAPTER FIVE is for people who could not solve their problems using chapter 4. 
Read the brief instructions provided in this section before you call technical support. It 
will make it easier for you to quickly get the answer you need. 

CHAPTER SIX is only for competent BASIC programmers who want to modify the 
program code. 

CHAPTER SEVEN contains the information you need to order Tractor-Feed Business 
Forms for checks or window envelops that VersaLedger II can print for you. 

CHAPTER EIGHT applies only to users of the 3-digit version of VersaLedger II who 
want to become familiar with the new features of the 6-digit version. 

CHAPTER NINE is only for users who need to convert the 3-digit version of Versa¬ 
Ledger II to the 6-digit version. 

CHAPTER TEN is the index. When questions arise, let it help you find the information 
you need in this manual. 
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Getting Started 

Getting started is never easy. We know you are anxious to run the program right away, but 
there are several start-up procedures you must follow in order to protect your software and 
create working VersaLedger II diskettes for your system. This will only take about 10 
minutes if you are already familiar with your computer. If this is your first business software 
package, it may take longer, but you will become a more confident user once you have 
created these working diskettes. 

As soon as your diskettes are ready for use, you can become an expert on VersaLedger II in 
just one afternoon. 


Before You Do Anything Else 

You have received two (or three) diskettes. YOU MUST BACK UP EACH OF YOUR DISK¬ 
ETTES before you begin working with them. 

Remember Murphy’s Law: “If something can go wrong, it will”. Diskettes can be damaged or 
destroyed by static electricity, clumsy coffee drinkers, careless smokers, and the wear and 
tear of everyday use. Save yourself future aggravation by creating at least one backup copy 
of each disk right now. Real believers in Murphy’s Law (those with one or more years of 
computer experience) will make two backups. We suggest at least two backups for 
everyone. 

To make these backup copies, refer to your system operation guide for step-by-step backup 
instructions. It won’t take long You can then use them to create your working diskettes in 
the next section. 

Occasionally, a disk becomes damaged in transit. If you have followed the backup instruc¬ 
tions in your operating guide and have received a “DISK ERROR,” “DISK I/O ERROR,” “CRC 
ERROR,” “BDOS ERROR,” “UNABLE TO READ ERROR,” ETC. you should return your 
original disk to Computronics, Inc. , 50 N. Pascack Road, Spring Valley, NY 10977. Please 
include a brief note explaining the problem and ask for a new disk. It is not necessary to call 
the technical service department before returning the disks. 

After you have created your working diskettes, we suggest that you turn to the section in 
this manual called HOW TO USE THE SAMPLE DATA. After gaining experience and 
confidence with this sample data, you should return to the section for your computer and 
follow the instructions explaining HOW TO REMOVE THE SAMPLE DATA. Then turn to 
the sections in this manual called SETTING UP YOUR CHECK REGISTER and SETTING 
UP YOUR GENERAL LEDGER to get started entering your own information into 
VersaLedger II. 
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Setting Up VersaLedger II For Your Computer 

This portion of the manual tells you how to create a working copy of VersaLedger II for your 
computer 

Take your time. This is a one-time-only job, and once you finish creating your disks you can 
begin the program. 

Remember, after you have created your working diskettes, we suggest that you turn to the 
section in this manual called HOW TO USE THE SAMPLE DATA. After gaining experience 
and confidence with this sample data, you should return to the section for your computer 
and follow the instructions explaining HOW TO REMOVE THE SAMPLE DATA. Then turn 
to the sections in this manual called SETTING UP YOUR CHECK REGISTER and SET¬ 
TING UP YOUR GENERAL LEDGER to get started entering your own information into 
VersaLedger II. 
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IBM PC And PC Compatibles - Floppy Drives 


Disk Organization 

You have received 2 disks: one program disk and 1 data disk. Keep the program disk in drive 
A when running the program, and keep the data disk in drive B. 

Your general ledger chart of accounts and your check register chart of accounts, as well as 
your balance sheet and income statement format files, will be stored on your program disk. 
Your checks and journal entries will be stored on your data disk. Therefore, when your 
make a backup copy of your data each day you must make a copy of BOTH your program 
and data disks. 

Requirements 

You will be placing DOS, Basic, and the VersaLedger II program onto one disk. Before you 
begin, you should have a backup copy of the original program disk and a backup copy of the 
original data disk. 

Creating Working Disks - IBM PC 

1. Boot up with DOS (1.0, 1.1, 2.0, etc) in drive A. 

2. Type FORMAT B7S (you should type the “/” but NOT the Place a blank disk into 
drive B and then press RETURN. Remove the disk from drive B when the format¬ 
ting is complete. 

3. Type FORMAT B: then insert another blank disk into drive B and press RETURN. 
When the format is complete, place your original data disk into drive A and type: 

copy *.*B: RETURN 

When the COPY is complete, remove the disk from drive B and label it your DATA 
DISK. 

4. Place the disk created in step 2 into drive B and place your original DOS disk into 
drive A. 

Now type: COPY BASICCOM B: RETURN 

5. Remove your DOS disk from drive A. 

Place your original VersaLedger II Program Disk into drive A and type: 

copy v B. RETURN 


When the COPY is complete, remove the disk from drive B and label it your 
PROGRAM DISK. 
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You can now boot your computer with your working program disk in drive A and your 
data disk in drive B. The VersaLedger II MAIN MENU will appear, and you can follow 
the instructions in this manual called USING THE SAMPLE DATA. 


How To Remove The Sample Data 


1. Insert your copy of VersaLedger II program into drive A and your data disk into drive B. 


2. From the MAIN MENU, choose to END the program. 


3. When the DOS “A>” prompt appears, type: 


DEL GLACCT.IDX 
DEL GLACCT.DAT 
DEL EXPENSES 
DEL BA0184 
DEL B A0284 
DEL B:GL0184 
DEL B.GL0284 


RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 


What To Do When A Data Disk Becomes Full 

1. Make a backup of the full data disk. (Consult your computer operator s manual for 
instructions.) 

2. Boot with the program disk you have been using and the backup of your data disk 
which you just created. When the MAIN MENU appears, END the program. 

3. Type: DIR B. RETURN 

4. The computer will display a list of the files on drive B. Make a note of every name on the 
list which ends with a month and a year, such as “GL0284” or “AO 184”. 

5. KILL (remove from your data disk) every file (name) which ends with a month and 
year, except for the files you are working with for the current month, by typing the 
following command using the name of your file for XXXXXX: 

DEL BXXXXXX RETURN Example: DEL BA0284 RETURN 

6 . Once you have deleted all these files, you should start a new month or continue with 
the current month using the data disk which you now have in drive B. Use the SYSTEM 
MENU Initialization and Start Checkbook (check register users) and/or GENERAL 
LEDGER SUBMENU Initialization and Start GL Trans File ( general ledger users ), if the 
current month has not been started. 
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IBM PC Compatibles 

Owners of PC Compatibles should consult their operator’s manuals for specific instruc¬ 
tions for backing up disks, loading BASIC, and using operating system commands which 
may vary among different compatible computers. 

Requirements - PC Compatibles 

To run VersaLedger II, your PC compatible must have PC BASIC or GWBASIC. These 
instructions will work with most PC compatibles, but you should create backup copies of 
your original VersaLedger II program disk and data disk and be ready to consult your 
operations manual for the instructions you need. 

Creating Working Disks - PC Compatibles 

1. Boot your computer with your operating system in drive A. 

2. Insert a blank disk into drive B. Copy your operating system onto the disk in drive B. 
(Usually you can use the command FORMAT B:/S.) Remove this disk and label it disk 
your WORKING PROGRAM DISK 

3. Insert another blank disk into drive B. Format this disk WITHOUT PLACING AN 
OPERATING SYSTEM ON IT (Usually you can use the command FORMAT B:.) Label 
this disk your WORKING DATA DISK 

4. Place your WORKING PROGRAM DISK into drive B. Keep your operating system in 
drive A. Copy your BASIC or GWBASIC from drive A to drive B. (Usually you can use 
the command: COPY BASIC*.* B: or COPY GWBASIC*.* B:). 

5. Remove your operating system disk from drive A. 

Place your original VersaLedger II program disk into drive A. Copy all files ending in 
“DAT”, “BAS’, or “BAT” from drive B to drive A. Usually you can use the command 
COPY *.* B: If using GWBASIC, when your copy is complete type: DEL BAUTO- 
EXEC.BAT 

6 . Place your original Data Disk into drive A and your “Working Data Disk” into drive B. 
Type. COPY*.* B: 


You are now ready to run VersaLedger II. Boot your computer with your working program 
disk in drive A and your working data disk in drive B.Type BASIC VERSALED RETURN or 
GWBASIC VERSALED/I if you are using GWBASIC and the MAIN MENU should appear. If 
the MAIN MENU does not appear, you need to load BASIC and run the program called 
VERSALED. On most computers, you can use the command BASIC VERSALED RETURN. 
W r e suggest that you now turn to the section in this manual called Using the Sample Data. 
For information about REMOVING THE SAMPLE DATA and WHAT TO DO WHEN A 
DATA DISK BECOMES FULL, see the IBM PC instructions detailed in the previous section. 
Remember, if your system is not 100% compatible with the IBM, you may have to refer to 
your computer’s operator’s manual for some commands. 
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IBM PC And PC Compatible Hard Drive Users 


Disk Organization 

You have received 2 disks: 1 program disk and 1 data disk You will be placing the contents of 
both these disks onto your hard drive - drive C 

Requirements 

To run VersaLedger II, your computer’s version of BASIC must be stored on your hard drive. 
You must also understand the letters assigned by your system to your hard drive. This 
information is provided in your owner’s manual. 

Transferring The Program To Your Hard Drive 

To prepare your hard drive system to run VersaLedger II, follow these steps: 

1. Boot your computer from your hard drive and then insert your original program disk 
into drive A. 

2 . From the C prompt, type: COPY A: V C: RETURN 

3- Once your copy is complete, type: ERASE AUTO EXEC.BAT RETURN 

4. Type: BASIC SYSMEN RETURN If using GWBASIC, type. GWBASIC SYSMEN/I 

RETURN 

5. When the SYSTEM MENU appears, choose Initialization. 

6 . Press your RETURN key twice in response to the first two items. Enter “C” (or the 
appropriate name of your hard drive) for the “Data File drive.” 

Continue to press RETURN and return to the SYSTEM MENU. 

7. From the SYSTEM MENU, choose the GL SUBMENU. Error message 71 will occur. This 
just means that you need to define your hard drive for the general ledger portion of 
the program, as follows: 

TYPE: GOTO 10000 RETURN. The GL SUBMENU Initialization option will appear. 
Press RETURN for the first item. For the “GLACCT DRIVE” enter “C” (or the name 
or your disk drive). Press RETURN for the next two items. For the “GL TRANS FILE 
DRIVE” enter C (or the name ofyour disk drive. Press RETURN for the remainder of 
the items and return to the GL Menu. Then, select the MAIN MENU --YOUR 
VERSALEDGER II IS READY!! 
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8 . You can now start the program by typing: BASIC VHRSAI.ED RETURN when you see 
the C prompt. 

If you are using GWBASIC, start by typing: GWBASIC VERSALKD?I 

You are now ready to use VersaLedger II. We suggest that you turn to the section entitled 
Using the Santyte Data and then follow instructions for removing the sample data. 

How To Remove The Sample Data 

Boot your computer and, from the C prompt, enter: 

DEI. GLACCT.IDX RETURN 

DEL GLACCT.DAT RETURN 

DEL EXPENSES RETURN 

DEL AO 184 RETURN 

DEL A0284 RETURN 

DEL GL0184 RETURN 

DEL GL0284 RETURN 
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Apple IIE/IIC 


Disk Organization 

You have received 2 disks -1 program disk and 1 data disk. The program disk should always 
be kept in drive 1 when running the program. The data disk should always be kept in drive 
2 . 

Your general ledger chart of accounts, check register accounts, income statement and 
balance sheet format files, and your checks and journal entries will all be stored on the data 
disk. Be sure to make a backup of your data disk each time you add to, delete from, or edit 
anything in your files. 

Creating Working Disks 

Your version of VersaLedger II is supplied on bootable disks. Once you have made backup 
copies of your original disks, you can insert your backup program disk into drive 1 and your 
data disk into drive 2, boot the computer, and begin to learn and use the VersaLedger II. 

IF DO NOT KNOW HOW TO MAKE YOUR BACKUPS, REFER TO YOUR COMPUTERS 
OPERATORS MANUAL AND MAKE COPIES OF THE PROGRAM AND DATA DISKS. 

You are now ready to use VersaLedger II. Boot your computer with your 

working program disk in drive 1 and your working data disk in drive 2. We suggest that you 

then follow the instructions under Using the Sample Data. 

REMEMBER TO RETURN TO THIS SECTION FOR INSTRUCTIONS ON DELETING THE 
SAMPLE DATA AND WHAT TO DO WHEN A DATA DISK BECOMES FULL 


Using The Menus 

The major menus will appear on your screen with one of the menu options highlighted. By 
using the Q A, or the ARROW keys you can change the item which is highlighted. ( Be sure 
to enter upper case Q’s and A’s.) Press RETURN to choose the highlighted selection. 

Removing The Sample Data 


The sample data should not be removed until you have followed the instructions under 
SETTING UP YOUR CHECK REGISTER and SETTING UP YOUR GENERAL LEDGER in 
order to start entering your own data. 

1. Insert your copy of VersaLedger II program into drive 1 and your data disk into 
drive 2. 


2. From the MAIN MENU, choose to END the program. 

3. Vtlien the APPLESOFf prompt appears, type: 


DELETE A0184,D2 
DELETE A0284,D2 
DELETE GL0184,D2 
DELETE GL0184,D2 


RETURN 

RETURN 

RETURN 

RETURN 
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What To Do When A Disk Becomes Full 

1. Make a backup of the data disk. (Consult your computer’s operator^ manual for 
instructions.) 

2. Boot with the program disk you have been using and the backup of your data disk 
which you just created. When the MAIN MENU appears, END the program. 

3. Type CATALOG,D2 RETURN 

4. The computer will display a list of files on drive 2. Make a note of every’ name on the list 
which ends with a month and a year, such as “GL0284” or “AO 184”. 

5. DELETE (remove from your data disk) every file (name) which ends with a month 
and year, except those for the month you are currently working with: Type DELETE 
and then the name of the file to be deleted, followed by ,D2. (You should have a 
backup of the full data disk and a list of the files you are deleting) Press RETURN. 
Example: DELETE A0284,D2 RETURN 

6. Once you have deleted all these files, you should start a new month or continue with 
the current month using the data disk in drive 2. Use the SYSTEM MENU Initialization 
and Start Checkbook (check register users) and/or GENERAL LEDGER SUBMENU 
Initialization and Start GL Trans File (general ledger users), if you are starting a new 
month. 


Setting Up Your Printer on The Apple 

The APPLE version of VersaLedger II can be used on almost any printer made The program 
disks you have received are preset for a parallel printer but can be changed to run on a serial 
printer by following the procedure described in this section. 

Check your printer manual to determine which type of printer you own- serial or parallel. 
If you own a parallel printer, this procedure does not apply to you. (If you have an 80- 
column printer, be sure to read the next section.) 

If you own a serial printer, you need to follow this procedure to set up the program for your 
printer. This will become part of your program and will not have to be done again. (If you 
have an Apple lie, the section on the serial printer does not apply to you. Your program will 
work as is on a serial printer.) 
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Setting Up Versaledger II For A Serial Printer 

1 . Place the backup copy of your program disk in drive 1 and your backup copy of the 
data disk in drive 2. Turn on the computet 

2. When the main menu appears, choose END PROGRAM. 

3. When the APPLESOFT prompt (J) appears, type: 

56106 PRINT CHR»(4) RETURN 

56205 PRINT CHR*(4) RETURN 
SAVE VERSALED.Dl RETURN 
RUN RETURN 


5. The MAIN MENU will now appear. Choose the GENERAL LEDGER SUBMENU option. 

6. Choose End Program from the GENERAL LEDGER SUBMENU 

7. WTien the APPLESOFT prompt (J) appears, type: 

56105 PRINTCHR*(4) RETURN 

56205 PRINT CHR*(4) RETURN 
SAVE VERS2.D1 RETURN 
RUN RETURN 


8. The GL SUBMENU will now appear. Choose to enter the SYSTEM MENU 

9. Choose End Program from the SYSTEM MENU 

10. Villen the APPLESOFT prompt (]) appears, type: 

56105 PRINT CHR$(4) RETURN 
56205 PRINT CHR*(4) RETURN 
SAVE SYSMEN.Dl RETURN 
RUN RETURN 


11. The SYSTEM MENU will now appear. Choose to enter the F/S MENU 

12. Choose End Program from the F/S MENU 

13. When the APPLESOFT prompt (]) appears, type: 

56105 PRINT CHR»(4) RETURN 

56205 PRINT CHR*(4) RETURN 
SAVE REPORT.Dl RETURN 
RUN RETURN 
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A Word About 80-Column Printers 

All of VersaLedger II’s reports except the DETAILED TRIAL BALANCE can be printed on an 
80-character line The DETAILED TRIAL BALANCE requires 132 columns; however, some 
80-column printers can print 132 columns on a line in a “compressed” mode. 

If your 80-column printer cannot print in a condensed mode, you can resolve this problem 
by printing two separate reports to obtain your DETAILED TRIAL BALANCE: a DETAILED 
ACCOUNT LISTING and a TRANSACTION REGISTER. (See the TRIAL BALANCE section of 
this manual for further information.) 

Using Compressed Printing on an 80-Column Printer 

1. Check your printer manual for your COMPRESSION CODE(S) AND DECOMPRES¬ 
SION CODE(S)i The compression and decompression codes are numbers which can 
be sent to the computer to turn on or off compressed printing. i( for example, your 
computer needs the command CHR$(27);CHR*(21); to turn on compressed print¬ 
ing, 27 and 21 are your COMPRESSION CODES 

2. Use your backup copies of the program and data disks to boot up the computer. 

3. From the MAIN MENU, Choose the GL SUBMENU option. 

4. Choose End Program from the GL SUBMENU 

5. Type the following replacing cc with your compression code: 

28036 GOSUB 56100.PRINT CHR*(cc); RETURN NOTE: If your printer requires 
2 compression codes, type: 

28036 GOSUB 56lOO:PRINTCHR*(cc);CHR*(cc); RETURN 

6. Type the following where dc is your DECOMPRESSION code: 

29635 GOSUB 56lOO:PRINT CHRI(dc); RETURN 

SAVE VERS2,D1 RETURN 

NOTE: If your printer requires 2 decompression codes, type: 

29635 GOSUB 56lOO:PRINT CHR*(dc);CHR$(dc); RETURN 


YOU HAVE MODIFIED YOUR PROGRAM BY FOLLOWING THE INSTRUCTIONS ABOVE 
AND WILL NOT HAVE TO REPEAT THIS PROCEDURE 
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Macintosh 


Required Hardware 

TWo disk drives (one internal and one external) are required. It is NOT possible to run 
VersaLedger with a single disk drive. 

A printer is also required. Both the 14- and 8-inch Imagewriter printers are acceptable, as 
are most letter quality printers. If your printer can print only 80 columns on a line and not a 
full 132 columns, you will not be able to print a DETAILED TRIAL BALANCE The DETAILED 
ACCOUNT LISTING and TRANSACTION REGISTER, however, will be acceptable sub¬ 
stitutes. 

The 512K Macintosh is required because of the size of the program file being used. The 
Microsoft Basic system runs much faster on the 512K Mac with all programs. Anyone 
considering using the Macintosh for serious business applications should use the 512K 
machine. 

The Macintosh VersaLedger is not recommended for use with a hard disk. 

Required Software 

VersaLedger II requires Microsoft Basic version 2.0. Previous releases of the interpreter 
w ill NOT work with VersaLeger II. 

Making Backups And Working Disks 

To produce a working program disk, you must have the following: 

• Versaljeger II program disk 

• Macintosh System Master disk 

• 2 blank disks 

• Microsoft Basic 2.0 Interpreter disk 
Boot up your computer with your System disk. 

To minimize the size of the system file, you must run the FONT MOVER application. 
Remove all fonts except those required for system use (the ones marked with an asterisk). 
This procedure is outlined in your Macintosh user’s guide. 

After you have removed these fonts, exit FONT MOVER. When you are back at the Finder, 
insert a blank disk into your external d rive. You will receive a dialog box informing you that 
the disk is unreadable. Press the INITIALIZE button, thereby formatting the disk. We 
suggest you name this program disk VERSALED. 

Eject the System Master and insert the VersaLedger master disk. Move the VersaLedger 
Master Disk icon onto the newly created program disk icon (the disk you just created) This 
will copy all files from the Versal^edger master onto your new disk. 
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Just before completion ot the copy procedure, you will be prompted to reinsert the System 
Master into the internal drive. When you have done so, open the system file and move the 
System and Finder icons onto the newly created program disk. This makes the new disk a 
startup disk (able to be booted from scratch)i 

Eject the System Master and insert your Microsoft Basic 2.0 Interpreter disk. Move the icon 
labeled Microsoft BASIC (d) onto the new disk. Do not use the file called Microsoft BASIC 
(b) as this version of the interpreter is not compatible with VersaLedger II. 

Eject both disks and reboot the system by turning off your computer and back on. Reinsert 
the new program disk into the internal drive. Insert another blank disk into the external 
drive and initialize iL We suggest that you name this data disk LED. 

To start the program, open the file called “Programs” on the VersaLedger disk and double¬ 
click the file showing in the opened file. This file is called SYSMEN. Do not attempt to start 
the system with any of the other files in the folder. Starting the system with any of the other 
files may cause execution-time errors. Rebooting and entering the system with the correct 
startup file will fix the problem in this situation. 

The Macintosh version of VersaLedger has a number of significant changes to the screen 
displays to take advantage of the Macintosh mouse. In general, the operation of the system 
is identical to what is shown in the documentation. The major differences have to do with 
how you choose options and menu choices. 

The Macintosh VersaLedger incorporates pull-down menus. When running one of the 
modules in the system, you will see three labels on the menu bar at the top of the screen. 
Whenever these labels are active (seen in boldface), they can be chosen in the usual 
manner. The first two labels are END and MENUS Pointing at the END label and holding 
dowm the mouse button will show “Quit” and “System.” Choosing “Quit” will stop program 
execution and return you to the Basic command window. Choosing “System” will stop 
program execution and return you to the Finder (desktop) You should always exit the 
program via one of these options. Failure to exit by way of the END menu can result in loss 
of information. 

Choosing the MENUS label will show the various modules in the system. The module you 
are currently in will not be active and will appear shaded. Choosing one of the active 
modules will load and execute that program. 

Choosing the remaining label (the name depends on the module you are currently in) will 
show the various options for the current program. 
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Data Disk Backup Procedure 

You should backup your data disk after every day's work. 

Upon completion of your work, exit to System and eject both disks. Insert your System 
Master and select the Disk Copy application. You will then be prompted to insert your 
source disk. Insert the Data disk. You will be prompted to switch disks when necessary. You 
can use the same backup disk each time if you wish, or keep a separate archive disk for each 
backup. Keeping the previous months data on a separate archive is standard practice You 
should also make sure to backup your program disk, as this disk contains your account files. 

A Word About Printing 

The SYSTEM MENU on the Macintosh contains an option called Enter Printer Specifica¬ 
tions. This option allows you to enter your printer^ compression and decompression codes 
if necessary. The default settings are for an eight-inch Apple Imagewriter. This printer uses 
CHR*(27) and CHR *(81) for compressed (16.5 CPI)print and CHR*(27)and CHR *(78) 
for decompressed (10 CPI) print This allows the use of both 80 and 132 column printouts. 
Once you have entered the codes for your printer, the reports in VersaLedger will print 
correctly in either width. If you are using a wide carriage printer (14 inch) you can choose 
the 14-inch width setting 

Some common printer codes. 


PRINTER 

APPLE IMAGEWRITER 

CITOH 

NEC 

PROWRITER 

MPI 

EPSON 

PAPER TIGER 

MICROUNE 

OKIDATA 


COMPRESSION CODE(S) 
CHR *(27) + CHR*(81) 


CHR 1(27) + CHR 1(31) 
CHR 1(15) 

CHR *(31) 

CHR 1(29) 


DECOMPRESSION CODE(S) 
CHR 1(27) + CHR 1(78) 


CHR *( 27) + Chr*(28) 

CHR 1(18) 

CHR *(29) 

CHR *(30) 


A Word About The Sample Data 

Since the Macintosh, with its pull-down menus and mouse, is clearly among the easiest to 
operate of all microcomputers, very little sample data has been supplied. If you wish to view 
and use this sample data, make a backup of the master data disk and follow the instructions 
in this manual called USING SAMPLE DATA Now follow the instructions later in this 
chapter called SETTING UP YOUR CHECK REGISTER and SETTING UP YOUR GENERAL 
LEDGER, and you should quickly be entering your own data into VersaLedger II. 
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What To Do When A Data Disk Becomes Full 

The Macintosh procedure for dealing with a full data disk is particularly simple. 

First make a backup of the full data disk using your normal disk backup procedure. 

Next, insert this data disk backup into a drive and double-click the disk. Now examine the 
contents of this disk, including the data folder, and move into the trash anything which ends 
in a month and a year, except data with the current month and year you are working with. 
Finally, “throw out” the trash. 

Once you have thrown out this trash, you should start a new month or continue with the 
current month, using the data disk which you now have. Use the SYSTEM MENU Initializa¬ 
tion and Start Checkbook (check register users) and/or GENERAL LEDGERT SUBMENU 
Initialization and Start GL Trans File (general ledger users). 
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Apple Prodos 


Requirements 

The Apple Prodos VersaLedger is intended for use with the Profile hard disk or its 
equivalent The program wili not work on standard floppy disks. The standard Apple 
version of VersaLedger is intended for use on floppy-based systems. The following instruc¬ 
tions assume that your system is composed of at least one floppy drive in slot 6 and a Profile 
or its equivalent in slot 5. You must currently be operating with Prodos. 

Transferring The Program To Your Hard Drive 

To use VersaLedger on a hard drive, you must create a subdirectory to contain VersaLedger. 
This allows partitioning for various programs and eliminates filename conflicts. To set up a 
subdirectory, follow these steps: 

Boot up into the root directory on your Profile. This directory will later be referred to as / 
PROFILE/. 

Type: [CREATE/PROFILE/LED] RETURN Copy the programs from your VersaLedger 
master disk to the subdirectory by running the FILER system program. Specify that the 
source path is [/LEDMASTER/= ] and the destination path is [/PROFILE/LED/= ]. The 
designation LEDMASTER is the Prodos volume name for the master program disk. The data 
disk supplied with the program has a volume name of LEDDATA. 

The equal sign ( = ) in the path name means that all the files in the volume will be 
transferred. Transfer all the files on BOTH VersaLedger disks to the same subdirectory. 

To start the progrm, boot up the computer with your PRODOS operating system and type: 

PREFIX/PROFILE/LED RETURN 

start RETURN 


The VersaLedger II Main Menu will appear and you can follow the instructions in the 
section called USING SAMPLE DATA. 
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REMOVING THE SAMPLE DATA 

1. Boot your computer with PRODOS and start the program as described above. 

2. From the MAIN MENU, choose to END the program. 

3. When the APPLESOFT prompt appears, type: 

DELETE EXPENSES RETURN 

DELETE AO 184 RETURN 
DELETE A0284 RETURN 
DELETE GL0184 RETURN 
DELETE GL0184 RETURN 

SPECIAL NOTES ABOUT THE PRODOS VERSALEDGERII 

Your PRODOS VersaLedger II will, during SYSTEM MENU and GENERAL LEDGER SUB- 
MENU Initialization, ask you to enter drive numbers for your data. You should keep the 
default values for these questions. The program has been preset for an APPLE PRODOS 
system, and you should not attempt to change it. 

When posting to VersaLedger from VersaPayroll, VersaPayables, or VersaReceivables, you 
will be asked for a VersaLedger path specification. If you have followed the instructions as 
suggested above, you should accept the default (/PROFILE/LED/) pathname. Otherwise, 
you should enter the path that corresponds to your VersaLedger subdirectory. 
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8" CP/M Floppy Drives 


Disk Organization 

You have received 1 disk which contains both the VersaLedger II program and sample data. 
You may use VersaLedger II with both the program and your data on this one disk. Be sure 
to keep this disk in drive A. You can choose to store your data on a separate disk, which must 
be kept in drive B. 

Requirements 

You are going to place your operating system, MBASIC, and VersaLedger II onto one disk. 
You must have MBASIC 5.21 or later to run VersaLedger; you cannot proceed without it. 

Creating Working Disks 

1. Format a blank disk using the instructions in your CP/M manual. (Use a density that 
will allow you to place an operating system on it.) 

2. Copy your operating system onto your formatted diskettes (using the SYSGEN 
command or its equivalent). 

3. Place your original CP/M operating system into drive A, and the disk you created 
above into drive B. Press CTRL C. 

Type: PIP B: = PIP.COM RETURN 

4. Now place your MBASIC disk into drive B and your newly created disk into drive A. 
Press the CONTROL and C keys at the same time. Type: PIP A: = B.MBASIC.COM 

RETURN 

5. Remove your MBASIC disk from drive B and insert your VersaLedger II program disk 
into drive B. Press the CONTROL and C keys at the same time. 

Type: PIPA: = B:V RETURN 

CP/M Editing And Screen Commands For Your Computer 

Commands for clearing the screen and moving the cursor vary among CP/M-based com¬ 
puters. 

Most CP/M-based computers require commands such as PRINT CHR$(12) or PRINT 
CHR$(26) to clear the screen or move the cursor. You will need to check your computer’s 
guide to operations to find out the commands you need to complete your working version 
of VersaLedger II. The program will store these commands; therefore you only have to 
follow these instructions once. 
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1. Refer to your CP/M manual to find a listing of CHR $ codes. They may be refered to as 
cursor control codes or as the character set of your computer. Locate the codes for 
the following functions: 

• HOME CURSOR TO UPPER LEFT CORNER 

• MOVE CURSOR DOWN ONE LINE WITHOUT ERASING 

• MOVE CURSOR UP ONE LINE WITHOUT ERASING 

• CLEAR SCREEN 

2. The VersaLedger II program that you have received contains the following codes, 
which will work for most computers. Compare them to the codes required by your 
computer: 

CHR$(30) TO HOME CURSOR TO UPPER LEFT CORNER CHR$(10) TO MOVE 
CURSOR DOWN ONE LINE WITHOUT ERASING CHR$( 11) TO MOVE CURSOR UP 
ONE LINE WITHOUT ERASING CHR$(26) TO CLEAR THE SCREEN 

3. If one or more of the above codes do not match your computer requirements as listed 
in your manual, you must reinitialize your VersaLedger program disk as follows : 

a. ) Insert your working VersaLedger II disk into drive A and boot your system. (Use the 
disk created previously containing your operating system and MBASIC.) 

b. ) Type MBASIC CODES RETURN. 

c) You will be prompted for the home cursor code: 

To keep the existing code, type 9999. To change the code type in the appropriate 
number as listed in your computer’s operator’s manual. For example, if your computer 
requires the command PRINT CHR $(29), type in 29- 

If your computer requires more than one code to move the cursor home, you then 
enter the second code. For example, if the appropriate command on your computer is 
PRINT CHR$(27);CHR$( 25 ) you would have typed in 27 above and should now type 
in 25. Repeat this process until all codes have been entered. If your computer uses the 
sequence PRINT CHR$(25);CHR$(45);CHR$(44);CHR$(23) to home the cursor, 
you will need to respond to this question four times. 

d. ) Type 9999 when you have entered the complete sequence of CHR$ codes for the 
home cursor. 

e. ) Repeat the above procedure for the remaining cursor control codes. 


To run VersaLedger II, insert your program disk into drive A. When your “A” prompt 
appears, type: MBASIC VERSALED RETURN 
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Now turn to the section called USING THE SAMPLE DATA, then return to this section for 
REMOVING THE SAMPLE DATA, and finally turn to the section for SETTING UP YOUR 
CHECK REGISTER and SETTING UP YOUR GENERAL LEDGER. 

If you plan to store your data on a separate disk, use the instructions in your CP/M manual to 
format a data disk, which you must keep in drive B. Then, when you run GENERAL LEDGER 
SUBMENU and SYSTEM MENU Initialization, enter B as your data drive. 

Removing The Sample Data 

1. Insert your copy of VersaLedger II program into drive A. Insert your data disk into 
drive B if you are using a 2-disk system. 

Type BASIC VERSALED RETURN 

2. From the MAIN MENU, choose to END the program. 

3. When the BASIC “OK” prompt appears, type: 

KILL “GLACCT.IDX” RETURN 
KILL “GLACCT.DAT” RETURN 
KILL “EXPENSES” RETURN 
KILL “AO 184” RETURN 
KILL “A02284” RETURN 
KILL “GL0184” RETURN 
KILL “GL0184” RETURN 

If you are keeping your data on a separate disk, type KILL “B:GLACCT.IDX”, etc. 

What To Do When Your Data Disk Becomes Full 

1. Make a backup of the data disk. (Consult your computer’s operator’s manual for 
instructions.) 

2. Boot with the program disk you have been using and the backup of your data disk 
which you just created. When the MAIN MENU appears, END the program. 

3. If you are storing your data on drive A, type: 

FILES RETURN 

If you are storing your data on drive B, type: FILES “B:*.*” RETURN 

4. The computer will display a list of files on drive B. Make a note of every name on the 
list which ends with a month and a year, such as “GL0284” or “AO 184”. 
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5. KILL (remove from your data disk) every file (name) which ends with a month and 
year, except for the files you are working on for the current month. Use the following 
command, replacing the name of your file for XXXXXX: 

KILL “ArXXXXXX” RETURN 

for data on drive A, or KILL “B:XXXXXX” RETURN 

For data on drive B 

Example: KILL “AA.0284” RETURN 
KILL “BAD284” RETURN 

6. Once you have deleted all these files, you should start a new month or continue with 
the current month. Use the SYSTEM MENU Initialization and Start Checkbook (check 
register users) and/or GENERAL LEDGER SUBMENU Initialization and Start GL Trans 
File (general ledger users) if you are starting a new month. 
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5V4" CP/M Users 


Disk Organization 

You have received 1 data disk and 1 or 2 program disks (depending on your type of 
computer)i The program disk(s) should be kept in drive A and the data disk should be kept 
in drive R 

Requirements 

You are going to place your operating system, MBASIC, and the VersaLedger II program 
onto one disk. You must have MBASIC 5.21 or later to run VersaLedger; you cannot proceed 
without it. 

CREATING WORKING DISKS 
Double Density 

If you received VersaLedger II on one program disk or you are using two double density 
drives, follow these steps: 

(Remember, whenever you switch disks, hold down the Control Key and the C key at the 
same time to “warm boot” or you will get a BDOS error.) 

1. Format two diskettes using the instructions in your CP/M manual. Use a density that 
will allow you to place an operating system on them. 

2. Use the SYSGEN command (or its equivalent) to copy your operating system onto 
both of the formatted diskettes. 


Label one disk the “Program Disk”; label the other “Data Disk”. 

3. Place your CP/M operating system into drive A and your newly created program disk 
(created in step 2) into drive B. Type: PIP B: = PIP.COM RETURN 

Repeat this step for the “Data Disk” created in step 2. 

4. Now place your working “Program Disk” into drive A and your MBASIC disk into 
drive B. 

Type: PIP A. = B.MBASIC RETURN 

5. Place the original program disk you received with VersaLedger II into drive B. 

Type: PIP A: = B:*.* RETURN 

If you received 2 program disks but own double density drives, you can place the 
contents of both program disks onto one disk of your own. Repeat step 5 by placing 
the second program disk in drive B. 

6. Place your working data disk (created above) into drive A and your original data disk 
into drive B. 


Type: A: = B:*.* RETURN 
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Single Density 

If you are using a single density system and have two program disks, follow these steps: 

(Remember, whenever you switch disks, hold down the Control Key and the C key at the 
same time to “warm boot” or you will get a BDOS error.) 

1. Format three diskettes using the instructions in your CP/M manual. Use a density that 
will allow you to place an operating system on them. 

2. Use the SYSGEN command (or its equivalent) to copy your operating system onto all 
three of these formatted diskettes. 

Label one disk the “Program Disk #1”; label the other “Program Disk #2”; and label 
the third “Data Disk”. 

3. Place your CP/M operating system into drive A and your newly created “Program 
Disk # 1 ” (created in step 2) into drive B. Type: PIP B: = PIP.COM RETURN 

Repeat this step for “Program Disk #2” and the “Data Disk” created in step 2. 

4. Now place your working “Program Disk # 1 ” into drive A and your MBASIC disk into 
drive B. 

Type: PIP A: = B:MBASIC RETURN 

5. Place the original program disk # 1 you received with Versa Ledger II into drive B. 
Type: PIP A: = B:*.* RETURN 

6. Repeat steps 4 and 5 for “Program Disk #2. 

7. Place your working “Data Disk” (created above) into drive A and your original data 
disk into drive B . 


Type:A: = B:V RETURN 


To run the program, insert your program disk (or program disk # 1) and your data disk as 
described above, then type MBASIC VERSALED (RETURN). 
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CP/M Editing And Screen Commands For Your Computer 

Commands for clearing the screen and moving the cursor vary among CP/M-based com¬ 
puters. 

If you have a KAYPRO, SANYO, TELEVIDEO, or EPSON version of VersaLedger II, your 
program is already set up for clearing the screen and moving the cursor. Turn now to the 
section entitled USING THE SAMPLE DATA. 

Most other CP/M-based computers require commands such as PRINT CHR$( 12 ) or PRINT 
CHR $(26) to clear the screen or move the cursor. Check your computer’s guide to 
operations to find out the commands you need to complete your working version of 
VersaLedger II. The program will store these commands; therefore you only have to follow 
these instructions once. If your system uses more than one program disk, you must follow 
this procedure for both disks. 

1. Refer to your CP/M manual or BASIC manual to find a listing of CHR $ codes. They may 
be refered to as cursor control codes or as the character set of your computer. Locate 
the codes for the following functions: 

• HOME CURSOR TO UPPER LEFT CORNER 

• MOVE CURSOR DOWN ONE LINE WITHOUT ERASING 

• MOVE CURSOR UP ONE LINE WITHOUT ERASING 

• CLEAR SCREEN 

• CHR$(30) TO HOME CURSOR TO UPPER LEFT CORNER 

• CHR$( 10) TO MOVE CURSOR DOWN ONE LINE WITHOUT ERASING 

• CHR$( 11) TO MOVE CURSOR UP ONE LINE WITHOUT ERASING 

• CHR$(26) TO CLEAR THE SCREEN 

2. The VersaLedger II program that you have received contains the following codes, 
which will work for most computers. Compare them to the codes required by your 
computer: 

3. If one or more of the above codes do not match your computer requirements as listed 
in your manual, you must reinitialize your VersaLedger program disk(s) as follows: 

a. ) Insert your working VersaLedger II disk into drive A and boot your system. (Use the 
disk created previously containing your operating system and MBASIC.) 

b. ) Type MBASIC CODES and hit RETURN 

c) You will be prompted for the home cursor code: 

To keep the existing code, type 9999. 
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To change the code type in the appropriate number as listed in your operations 
manual. For example, if your computer requires the command PRINT CHR $( 29), you 
type in 29. 

If your computer requires more than one code to move the cursor home, you then 
enter the second code. For example, if the appropriate command on your computer is 
PRINT CHR$(27);CHR$(25) you would have typed in 27 above and pressed return; 
now type in 25. Repeat this process until all codes have been entered. If your 
computer uses the sequence PRINT CHR$(25);CHR$(45);CHR$(44);CHR$(23) to 
home the cursor, you will need to respond to this question four times. 

d. ) Type 9999 when you entered the complete sequence of CHRI codes. 

e. ) Repeat the above procedure for the remaining cursor control codes. 

We suggest that you turn now to the section entitled Using the Sample Data. 

Removing The Sample Data 

1. Insert your program disk # 2 into drive A and your data disk into drive B. Type MBASIC 
VERS2 RETURN 

2. From the GENERAL LEDGER SUBMENU, choose to END the program. 

3. When the BASIC “OK” prompt appears, type: 

KILL “GLACCT.INX” RETURN 

KILL “GLACCT.DAT” RETURN 
KILL “BAD 184” RETURN 
KILL “BA0284” RETURN 
KILL “B:GL0184” RETURN 
KILL “B:GL0184” RETURN 

If you are using a hard drive, place the drive name after KILL, for example: KILL 
“A:GLACCTIDX” 

YOU CAN NOW PROCEED TO THE SECTION FOR SETTING UP YOUR CHECK 
REGISTER OR GENERAL LEDGER 

What To Do When A Data Disk Becomes Full 

1. Make a backup copy of the data disk. (Consult your computer operator’s manual for 
instructions.) 

2. Boot with the program disk you have been using and the backup of your data disk 
which you just created. When the MAIN MENU appears, END the program . 

3. Type. FILES “B:*.*” RETURN 
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4. The computer will display a list of files on drive B. Make a note of every name on the 
list which ends with a month and a year, such as “GL0284” or “AO 184”. 

5. KILL (remove from your data disk) every file (name) which ends with a month and 
year, except for the files you are working on for the current month. Use the following 
command replacing the name of your file for XXXXXX: KILL “BrXXXXXX” 

RETURN 

Example: KILL “BA0284” RETURN 

6. Once you have deleted all these files, you should start a new month or continue with 
the current month, using the data disk which you now have in drive B. Use the 
SYSTEM MENU Initialization and Start Checkbook (check register users) and/or 
GENERAL LEDGER SUBMENU Initialization and Start GL Trans File (general ledger 
users), if you are starting a new month. 
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CP/M Hard Drive Users 


Requirements 

To run VersaLedger II, Microsoft BASIC version 5.21 must be stored on your hard drive. You 
must also understand the “letters” your computer and CP/M use to refer to your hard drive. 
This information is provided in your computer owner’s manual. 

Transferring The Program To Your Hard Drive 

To prepare your hard drive system to run VersaLedger II, follow these steps: 

X — Represents the letter for your floppy drive 
Y — Represents a letter for your hard drive. 

1. Place your original program disk into the floppy drive (X). 

Type PIP Y: = X:V RETURN 

If you received more than one program disk, repeat this with each program disk. 

2. Place the original data disk into the floppy drive (X). Hold down the CONTROL key 
and the “C” key at the same time. 

Type PIP Y: = X:V RETURN 

3. At the Y: prompt, 

Type MBASIC VERSALED 

This will start the program. 

You are now ready to learn to use VersaLedger II. Turn to the section on using the sample 
data, then return to this section for instructions on deleting the sample data. 

CP/M Editing And Screen Commands For Your Program 

Commands for clearing the screen and moving the cursor vary among CP/M-based com¬ 
puters. 

Most CP/M-based computers require commands such as PRINT CHR$(12) or PRINT 
CHR$(26) to clear the screen or move the cursor. Check your computer’s guide to 
operations to find out the commands you need to complete your working version of 
VersaLedger II. The program will store these commands; therefore you only have to follow 
these instructions once. 
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1. Refer to your CP/M manual or BASIC manual to find a listing of CHR $ codes. They may 
be refered to as cursor control codes or as the character set of your computer. Locate 
the codes for the following functions: 

• HOME CURSOR TO UPPER LEFT CORNER 

• MOVE CURSOR 

• DOWN ONE LINE WITHOUT ERASING 

• MOVE CURSOR UP ONE LINE WITHOUT ERASING 

• CLEAR SCREEN 

2. The VersaLedger II program that you have received contains the following codes, 
which will work for most computers. Compare them to the codes required by your 
computer: 

CHR $(30) TO HOME CURSOR TO UPPER LEFT CORNER 
CHR$( 10) TO MOVE CURSOR DOWN ONE LINE WITHOUT ERASING 
CHR $( 11) TO MOVE CURSOR UP ONE LINE WITHOUT ERASING 
CHR$(26) TO CLEAR THE SCREEN 

3. If one or more of the above codes do not match your computer requirements as listed 
in your manual, you must reinitialize your VersaLedger program disk as follows: 

a. ) Insert your working VersaLedger II disk into drive A and boot your system. (Use 
the disk created previously containing your operating system and MBASIC.) 

b. ) Type MBASIC CODES RETURN. 

c. ) You will be prompted for the home cursor code: 

To keep the existing code, type 9999. 

To change the code type in the appropriate number as listed in your computer’s 
operator’s manual. For example, if your computer requires the command PRINT 
CHR $(29), type in 29. 

If your computer requires more than one code to move the cursor home, you then 
enter the second code. For example, if the appropriate command on your computer is 
PRINT CHR $(27);CHR $(25) you would have typed in 27 above and should now type 
in 25. Repeat this process until all codes have been entered. If your computer uses the 
sequence PRINT CHR$(25);CHR$(45);CHR$(44);CHR$(23) to home the cursor, 
you will need to respond to this question four times. 

d. ) Type 9999 when you have entered the complete sequence of CHR$ codes for the 
home cursor. 

e. ) Repeat the above procedure for the remaining cursor control codes. 

To run VersaLedger II, boot your computer. When the CP/M prompt appears, type: 
MBASIC VERSALED RETURN 
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Removing The Sample Data 

1. Turn on your computer and, from the CP/M prompt, type 

MBASIC VERSA LED RETURN 

2. From the MAIN MENU, choose to END the program. 

3. When the BASIC “OK” prompt appears, type: 

KILL “GLACCT.IDX” RETURN 

KILL “GLACCT.DAT” RETURN 

KILL “EXPENSES’ RETURN 

KILL “AO 184” RETURN 

KILL “A0284” RETURN 

KILL “GL0184” RETURN 

KILL “GL0184” RETURN 
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Osborne 1 and Osborne Executive 


Disk Organization 

You have received 2 program disks and 1 data disk. You should always start the program 
with the Program disk 1 in drive A and your Data disk in drive B. The computer will tell you 
when you should place Program Disk 2 into drive A. Your data disk should always remain in 
drive B. 

Program Disk 1 contains only portions of the VersaLedger II program. Program Disk 2 
contains the other portions of the VersaLedger II program, as well as your general ledger 
chart of accounts. Your data disk will contain your checks and journal entries, as well as 
your check register chart of accounts and your income statement and balance sheet format 
files. Be sure to backup the data disk and your Program Disk 2 after each day’s use. 


Requirements 

You are going to place your operating system, Basic, and VersaLedger II program onto one 
disk. Before you begin, you should have a backup copy of the original program disk and a 
backup copy of the original data you have received. 

Creating Working Program And Data Disks 

1. Boot up with your OSBORNE SYSTEM disk in drive A. (If you have an Osborne 1 with 
double density, all operating system commands are on 1 disk. If you have an 
OSBORNE EXECUTIVE, you should insert your operating system disk with the 
COPYCOM command.) 

2. Type: COPY RETURN. 

3. Format 3 disks in drive B. 

Press RETURN to return to CP/M. 

4. Label them as follows. “WORKING PROGRAM DISK #1”; “WORKING PROGRAM 
DISK #2”; and “DATA DISK”. 

5. Insert your UTILITY disk into drive A. (If you own a single-density OSBORNE 1, insert 
your system disk which contains SYSGEN.COM. If you own an OSBORNE 
EXECUTIVE, insert your disk which contains COPYSYS.COM.) 

6. If you own an OSBORNE 1, type: SYSGEN RETURN. If you own an OSBORNE 
EXECUTIVE, type: COPYSYS RETURN. 

7. Insert your “WORKING PROGRAM DISK #1” into drive B. Your source drive is A; 
your destination drive is B. When SYSGEN or COPSYS is complete, the disk in drive B 
will contain your operating system. 

8. Now place your operating system on “WORKING PROGRAM DISK #2”, using the 
procedure described above. 
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9. Press RETURN to return to CP/M. 

Place “WORKING PROGRAM DISK # 1” into DRIVE B. 

Press the C key while holding down the CONTROL key to tell the computer you have 
switched disks. 

10. Insert your CP/M SYSTEM disk into drive A and type: 

PIP B: = PIP.COM RETURN 

(If you have an OSBORNE EXECUTIVE, insert the system disk which contains 
PIP.COM.) 

11. Insert your “Working Program Disk # 1 ” into drive A and your MBASIC disk into drive 
B and type: 

PIP A: = B:MBASIC.COM RETURN 

Then insert your original program disk # 1 into drive B and type: 

PIP A: = B:*.* RETURN 

12. Repeat steps 9-12 to create “Working Program Disk #2”. 

13. Place your CP/M system disk into drive A and your “Working Data Disk” into drive B. 
Type: PIP B: = PIP.COM 

14. Place your “Working Data Disk” into drive A and insert your original data disk into 
drive B. 

Type: PIP A: = B:*.* RETURN 

Remember to “warm boot” each time you switch disks by hitting the CONTROL and C keys 
at the same time. 

Running The Program 

To run the program, insert your WORKING PROGRAM DISK # 1 into drive A and your 
WORKING DATA DISK into drive B, and boot your computer. 

When the “A” prompt appears, type: MBASIC VERSALED RETURN 

We suggest that you now turn to the section entitled USING THE SAMPLE DATA. 
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Removing The Sample Data 


1. Insert your copy of VersaLedger II program disk #1 into drive A and your data disk 
into drive B. Type MBASIC VERSALED RETURN 

2. From the MAIN MENU, choose to END the program. 


3. When the BASIC “OK” prompt appears, type: 


KILL “EXPENSES” RETURN 

KILL “BA0184” RETURN 

KILL “BA0284” RETURN 

KILL “B:GL0184” RETURN 

KILL “B:GL0184” RETURN 


4. Place your copy of program disk #2 into drive A and type: 

KILL “GLACCT.DAT” RETURN 
KILL “GLACCT.IDX” RETURN 


What To Do When A Data Disk Is Full 

1. Make a backup of the data disk. (Consult your computer’s operator’s manual for 
instructions.) 

2. Boot with the program disk you have been using and the backup of your data disk 
which you just created. When the MAIN MENU appears, END the program. 

3. Type: FILES “B:*.*” RETURN 

4. The computer will display a list of files on drive B. Make a note of every name on the 
list which ends with a month and a year, such as “GL0284” or “AO 184”. 

3. KILL (remove from your data disk) every file (name) which ends with a month and 
year, except those you are using in the current month, by typing the following 
command using the name of your file for XXXXXX: KILL “B:XXXXXX” RETURN 
Example: KILL “BA0284” RETURN 

Once you have deleted all these files, you should start a new month or continue with 
the current month using the data disk which you now have in drive 1. Use SYSTEM 
MENU Initialization and Start Checkbook (check register users) and/or GENERAL 
LEDGER SUBMENU Initialization and Start GL Trans File (general ledger users). 


6 . 
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TRS-80 Model I 


Disk Organization 

You have received 2 program disks and 1 data disk. You should always start the program 
with the Program disk # 1 in drive O and your Data disk in drive 1. The computer will tell 
you when you should place Program Disk #2 into drive 0. Your data disk should always 
remain in drive B. 

Your Program Disks contain the VersaLedger II program. Your Data Disk contains all of your 
data: your check register chart of accounts, your general ledger chart of accounts, your 
income statement, your balance sheet format files, and your checks and journal entries. Be 
sure to backup the data disk each time it is used. 


Requirements 

Your version of VersaLedger II is supplied on bootable disks. Once you have made backup 
copies of your original disks, you are ready to use them. Insert your program disk # 1 into 
drive 0 and your data disk into drive 1, boot the computer, and begin to learn and use the 
VersaLedger II. 

The operating system supplied on your VersaLedger II program is called TDOS. TDOS is a 
scaled-down version of the DOSPLUS operating system. VersaLedger II will work with 
either TDOS or DOSPLUS, and the complete DOSPLUS operating system can be purchased 
from COMPUTRONICS. The TDOS manual has been reprinted in chapter 3 of this manual 
to provide TRS-80 owners with additional information. 


Creating The Working Disks 

1. Place program disk # 1 into drive 0 and a blank disk into drive 1. 

Type: BACKUP RETURN 

2. Follow the screen prompts. Your source drive is 0; your destination drive is 1. 

3. Repeat steps 1 and 2 for program disk #2. 

4. Leave program disk #2 in drive 0 and place a blank disk in drive 
1. Type: BACKUP RETURN 

5. Place the data disk in drive 0 and follow the screen prompts. 

(Remember, the source drive is 0, the destination drive is 1.) 


Using The Menus 

Once you have started the program, the main menu will appear. All the major menus will 
appear with an arrow as a pointer. By using the UP ARROW DOWN ARROW AND RIGHT 
and LEFT ARROW keys you can move the pointer. Press RETURN to choose the item next 
to the pointer. 
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Removing The Sample Data 


1. Insert your copy of VersaLedger II program disk # 1 into drive 0 and your data disk 
into drive 1. Boot up your computer. 

2. From the MAIN MENU, choose to END the program. 


3. When the BASIC “READY” prompt appears, type: 


KILL “GLACCT/IDX: 1 ” 
KILL “GLACCT/DAT: 1 ” 
KILL “EXPENSES: 1” 
KILL “AO 184:1” 

KILL “A0284:l” 

KILL “GLO 184:1” 

KILL “GL0284:1” 


RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 


What To Do When A Disk Becomes Full 

1. Make a backup copy of the data disk. (Use the backup instructions provided in the 
section “Creating a Working Disk”). 

2. Place your program disk # 1 in drive 0 and boot the computer while holding the 
RETURN key down. “DOS PLUS” should appear. 

3. Insert your backup data disk into drive 1 and type: 

DIR :1 RETURN 

4. The computer will display a list of data files on drive 1. Make a note of every name on 
the list which ends with a month and a year, such as “GL0284” or “AO 184”. 

3. KILL (remove from your data disk) every file (name) which ends in a month and a 
year, except those that you are working with in the current month, using the KILL 
command. Type KILL, leave one space, and type the name of the file to be deleted. 
Example: KILLA0284:1 RETURN 

6. Once you have deleted all these files, you should start a new month or continue with 
the current month, using the data disk which you now have in drive 1. Use the 
SYSTEM MENU Initialization and Start Checkbook (check register users) and/or 
GENERAL LEDGER SUBMENU Initialization and Start GL Trans File (general ledger 
users). 
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TRS-80 Model II 


Disk Organization 

You have received 1 disk which contains both the VersaLedger II program and the sample 
data. Your data can also be stored on this program disk; however, if you have two disk drives 
you can store your data on a separate disk. 


Requirements 

Your version of VersaLedger II requires TRSDOS 2.0A. You must place TRSDOS and the 
VersaLedger II program on one disk by following the directions below: 


Creating Working Disks 

1. Place your TRSDOS 2.0A disk into drive 0 and boot your computer. 

2. When “TRSDOS READY” appears, type: FORMAT RETURN and follow the on¬ 
screen instructions to format a blank disk in drive 1. 

3. With TRSDOS 2.0A in drive 0, type: BACKUP RETURN 

4. Place you VersaLedger II disk into drive 0 and your newly formatted disk in drive 1. 
When prompted, your source drive is 0 and your destination disk is drive 1. 


Using The Menus 

When the major menus appear on your computer, one option will be hightlighted in 
reverse video. By using the UP ARROW DOWN ARROW AND RIGHT and LEFT ARROW 
keys you can change the item which is highlighted. Press RETURN to select the high¬ 
lighted option. 


Removing The Sample Data 

1. Insert your program disk into drive 0 and boot your computer. 

2. From the MAIN MENU, choose to END the program. 

3. When the BASIC “READY” prompt appears, type: 


KILL “GLACCT/IDX” 
KILL “GLACCT/DAT” 
KILL “EXPENSES’ 
KILL “AO 184” 

KILL “A0284” 

KILL “GL0184” 

KILL “GL0184” 


RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 
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4. If you have 2 disk drives and want to place your data on a separate disk in drive 2, 
follow the instructions in your computer owner’s manual for formatting a new disk 
and label this your Data Disk. 


What To Do When A Disk Becomes Full 

1. Make a back-up copy of the data disk. (Consult your operation’s manual for instruc¬ 
tions.) 

2. Load your VersaLedger program disk and use the backup data disk you just created. 

3. Choose END PROGRAM from the MAIN MENU. 

4. Type SYSTEM and “TRSDOS READY” will appear. 

5. If you have 1 drive, type: DIR RETURN. 

If you have 2 drives, type: DIR :1 RETURN. 

6. The computer will display a list of files on the disk. Make a note of every name on the 
list which ends with a month and a year, such as “GL0284” or “AO 184”. 

7. KILL (remove from your data disk) every file (name) which ends in a month and a 
year, exceept those files you are currently working with, using the KILL command. 
Type KILL, leave one space, and type the name of the file to be deleted. 

Example: for 2 drive users: KILL A0284:l RETURN 

for 1 drive users*. KILL A0284 RETURN 

8. Once you have deleted all these files, you should start a new month or continue with 
the current month, using the data disk which you have just used. Use the SYSTEM 
MENU Initialization and Start Checkbook (check register users) and/or GENERAL 
LEDGER SUBMENU Initialization and Start GL Trans File (general ledger users). 
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TRS-80 Model 12/16 Users 


Disk Organization 

You have received 1 disk which contains both the VersaLedger II program and the sample 
data. Your data can also be stored on this program disk; however, if you have two disk drives 
you can store your data on a separate disk. 


Requirements 

Your version of VersaLedger II requires TRSDOS 2.0B. You must place TRSDOS 2.0B (one of 
the 2 different operating systems you received with your computer) and the VersaLedger II 
program on one disk by following the directions below: 

Creating Working Disks 

1. Place your TRSDOS 2.0B disk into drive 0 and boot your computer. 

2. When TRSDOS READY” appears, type: FORMAT RETURN. 

3. With TRSDOS 2.0B in drive 0, type: BACKUP RETURN. This copies your TRS—DOS 
2.0B onto your formatted disk in drive 1. 

4. Remove your TRS DOS 2.0B from drive 0 and file it. 

Move the copy of TRS DOS 2.0B created into drive 0. 

Insert the VersaLedger II program into drive 1. 

Type. MOVE 7 RETURN 

Using The Menus 

When the major menus appear on your computer, one option will be hightlighted in 
reverse video. By using the UP ARROW DOWN ARROW AND RIGHT and LEFT ARROW 
keys you can change the item which is highlighted. Press RETURN to select the 
highlighted option. 


Removing The Sample Data 

1. Insert your program disk into drive 0 and boot your computer. 

2. From the MAIN MENU, choose to END the program. 


3. When the BASIC “READY” prompt appears, type: 


KILL “GLACCT/IDX” 
KILL “GLACCT/DAT” 
KILL “EXPENSES’ 
KILL “AO 184” 

KILL “A0284” 

KILL “GL0184” 

KILL “GL0284” 


RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 

RETURN 
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4. If you have 2 disk drives and wish to place the data on a separate disk in drive 2, follow 
the instructions in your manual for formatting a new data disk. 


What To Do When A Disk Becomes Full 

1. Make a backup of the data disk. (Consult your computer’s operator’s manual for 
instructions.) 

2. Load your VersaLedger program disk and use the backup data disk you just created. 

3. Choose END PROGRAM from the MAIN MENU. 

4. Type SYSTEM and the “TRSDOS READY” will appear. 

5. If you have 1 drive, type: DIR RETURN. 

If you have 2 drives, type: DIR :1 RETURN. 

6. The computer will display a list of files on the disk. Make a note of every name on the 
list which ends with a month and a year, such as “GL0284” or “AO 184”. 

7. KILL (remove from your data disk) every file (name) which ends in a month and a 
year, except for any files you are still working with during your current month, using 
the KILL command. Type KILL, leave one space, and type the name of the file to be 
deleted. 

Example for 2 drive users: KILL A0284:l RETURN 
Example for 1 drive users: KILL A0284 RETURN 

Once you have deleted all these files, you should start a new month or continue with 
the current month using the data disk which you have just used. Use the SYSTEM 
MENU Initialization and Start Checkbook (check register users) and/or GENERAL 
LEDGER SU BMENU Initialization and Start GL Trans File (general ledger users). 


8 . 
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TRS-80 Model II1/4 


Disk Organization 

You have received 2 disks—one program disk and one data disk. You should always start and 
run the program with the program disk in drive 0 and your Data disk in drive 1. The program 
disk will contain your general ledger chart of accounts and your check register chart of 
accounts, along with your balance sheet and income statement format files. Your checks 
and journal entries will be saved on your data disk. You must therefore remember to make a 
backup of all your data each time you update your files. 

Requirements 

Your version of VersaLedger II is supplied on bootable disks. Once you have made backup 
copies of your original disks, you are ready to use them. Insert your program disk into drive 
0 and your data disk into drive 1, boot the computer, and begin to learn and use VersaLedger 
II. 

Creating Working Disks 

1. Place your program diskette into drive 0 and a blank diskette into drive 1. Reboot your 
system by simultaneously pressing the orange reset key while holding down your 
ENTER key. 

2. Type: BACKUP RETURN 

3. Follow the screen prompts. Your source drive is 0; your destination drive is 1. 

4. Leave the program disk in drive 0 and place a blank disk in drive 1. 

5. Place the data disk in drive 0 and follow the screen prompts. (Remember, the source 
drive is 0, the destination drive is 1.) 

Removing The Sample Data 

1. Insert your copy of VersaLedger II into drive 0 and your data disk into drive 1. Boot your 
computer. 

2. When the Main Menu appears, choose to END the program. 

3. When the BASIC “Ready 5 ’ prompt appears, type: 

KILL “GLACCT/IDX” RETURN 

KILL “GLACCT/DAT” RETURN 

KILL “EXPENSES’’ RETURN 

KILL “AO 184” RETURN 

KILL “A0284” RETURN 

KILL “GL0184” RETURN 

KILL “GL0284” RETURN 
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What Do You Do When A Disk Becomes Full 

1. Make a back-up copy of the data disk. (Consult your operation’s manual for instruc¬ 
tions.) 

2. Place your program disk in drive 0 and boot the computer while holding the 
RETURN key down. “DOS PLUS” should appear. 

3. Insert your backup data disk (created in step 1) into drive 1 and type: 

DIR :1 RETURN 

4. The computer will display a list of files on your data disk. Make a note of every name 
on the list which ends with a month and a year, such as “GL0284” or “AO 184”. 

5. KILL (remove from your data disk) every file (name) which ends in a month and a 
year, except those you are working on for the current month, using the KILL 
command. Type KILL, leave one space, and type the name of the file to be deleted. 
Example: KILL A0284:l RETURN 

6. Once you have deleted all these files, you should start a new month or continue with 
the current month, using the data disk which you now have in drive 1. Use the 
SYSTEM MENU Initialization and Start Checkbook (check register users) and/or 
GENERAL LEDGER SUBMENU Initialization and Start GL Trans File (general ledger 
users) 
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TRS-80 Hard Drive Users 


Transferring The Program To Your Hard Drives 

To prepare your hard drive system to run VersaLedger II, follow these steps: 

X - Represents the number for your floppy drive 
Y - Represents a number for your hard drive 

1. Place your original program disk into the floppy drive (X). 

Type MOVE V.X :Y RETURN 

2. Place the original data disk (if you received one) into the floppy drive (X). 

Hold down the CONTROL key and the “C” key at the same time. 

Type MOVE V:X Y RETURN 

3. When you are returned to your operating system, 

Type BASIC VERSALED -F:3 (Note the space after “D”) 

This will start the program. 

MODEL 3/4 OWNERS ONLY: When the MAIN MENU appears for the first time, END the 
program and type the following: 

6 RETURN 

SAVE VERSALED’’ RETURN 

You need to do this only once, but doing this is essential to the proper operation of your 
hard drive VersaLedger system. 

For information about REMOVING THE SAMPLE DATA, refer to the section for your 
particular TRS-80 computer, substituting the drive number of your hard drive for any drive 
number referred to in those instructions. 
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Using The Sample Data 

A set of sample data containing typical daily entries for Your Company, Inc in Anytown, USA 
has been included in your original disks. This data shows entries for January and February, 
1984 and must be removed before you enter your own data. You should look at the sample 
data to become familiar with the options provided in VersaLedger II and to see how the 
entries are formatted. You may want to use the same format for many of your own entries. 
Chapter 2 explains each menu option in detail and should be referenced for more 
information on these options. 

To use the sample data: 

1. Load your VersaLedger II program and data according to guidelines established for 
your system. (If you are not familiar with the guidelines for your system, refer back to 
the section dedicated to your computer.) 

2. From MAIN MENU, you can select the following options which contain sample data: 
Review Checkbook 

List of Outstanding Checks 

List by Account 

View Transaction 

Edit Item 

Delete Item 

Account Development 

(If you have a problem using your menu, refer to the section dedicated to your 
computer.) 

3. From the SYSTEM MENU, you can view sample data for the following options: 

Format Reports 

Vendor Development 

4. From the GENERAL LEDGER SUBMENU, you can view sample data in the following 
options 

Query Account 
Delete Account 
Edit Transaction 

The following options from the General Ledger Submenu will go to the printer: 

List Account 
Transaction Register 
Trial Balance 
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5. The F&S Menu will allow you to print a sample income statement and a sample 
balance sheet. 

You should look at the sample printouts found in chapter 2 before you begin to 
prepare your own financial statements. 

6. You MUST remove the sample data before entering data of your own -otherwise the 
sample data will become part of your check register or general ledger and make them 
incorrect! 

TURN TO THE SECTION DEDICATED TO YOUR COMPUTER SYSTEM AND FOLLOW THE 
INSTRUCTIONS PROVIDED FOR DELETING THE SAMPLE DATA FROM YOUR DISKS. 

AFTER YOU HAVE DELETED THE SAMPLE DATA FROM YOUR DISKS, RETURN TO THE 
SECTIONS CALLED SETTING UP YOUR CHECK REGISTER AND SETTING UP YOUR 
GENERAL LEDGER FOR HELP IN ENTERING YOUR OWN INFORMATION. 
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Setting Up Your Check Register 


Step 1: Set Up Your Chart of Accounts 

Before you can start using the check register, you must create your own chart of accounts 
(expense categories). Your check register accounts represent the different categories in 
which you spend or receive money You can use account numbers up to 66 digits long. 

From the Main Menu, select option 6, Account Development. Under the Account Develop¬ 
ment Menu, choose option 1 “Start File” and enter your first account. Then, type -1,-1 to get 
back to the Account Development Menu. Then use option 2 to add the rest of your 
accounts. 

If you plan to use the general ledger as well as the check register, you must establish 2 
distinct sets of accounts. 

The General Ledger also allows up to 6 digits for account numbers. If you plan to post your 
check register to your general ledger, your account numbers for your checkbook must 
match the general ledger account numbers you create with Add Account in the GENERAL 
LEDGER SUBMENU. (The account names do not have to match, but the numbers must be 
identical.) 

All check register accounts must be also be established as general ledger accounts; 
however, if some of your general ledger accounts will not be affected by your check 
register, they do not have to be established in your check register. 


Step 2: Entering Your Own Data 

Once your chart of accounts is established for your check register, go to the SYSTEM MENU 
from the MAIN MENU, and select Initialization to tell the computer which month’s data 
you will be working with. 

Return to the SYSTEM MENU and use Start Checkbook to create room on the disk for a new 
month’s checks. 

Return to the Main Menu and run Add to Checkbook The Add to Checkbook option lets 
you enter your own data. 
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Setting Up Your General Ledger 


Step 1: Initialization 

From the GENERAL LEDGER SUBMENU, run Initialization as follows: 

You will be prompted by the computer to provide the start-up information you need to 
establish your general ledger. 

As each line appears, you can press the RETURN key to keep the “default” value that 
appears in the middle column or you can type in new names or numbers. The default values 
should be changed for the “MAX / ACCTS”, the “GL TRANS FILE NAME” and “RET 
EARNINGS”, (items 3,4 and 8), as detailed below. It is recommended that the default values 
be used for all other categories, but if you do decide to change any file names, use the format 
of those shown in the default column. 

MAX/ACCOUNTS 

Enter a number of accounts approximately 20% higher than you e xpect to use. This allows 
you greater flexibility in the future without reducing the speed of the program. You can add 
more accounts in the future by using Start GL ACCT File in the S\'STEM MENU. 

The maximum number of accounts you can use vary from computer to computer; Model 
III owners can use up to 300 while CP/M and IBM users with 64,000 bytes free to BASIC can 
use up to 613. 

GL TRANS FILE NAME 

This file name should indicate the month and year in which you are starting to use the 
general ledger program. For example, if you are starting the program in March, 1985 you 
should type: GL0385. 

RETAINED EARNINGS 

This number represents the account number for retained earnings. This account will be 
used when closing a period. Your income and expense accounts will be zeroed out and the 
total of these accounts will be placed into this retained earnings account. 


Step 2: Run Start GL Acct File 

Select the “Start GL Acct File” option from the the SYSTEM MENU. Enter your GL Account 
File name (usually GLACCT/DAT or GLACCT.DAT), or press your RETURN key to keep 
the default. 

When prompted, enter your MAX # of Accounts. This option should only be done once. It 
creates room on your disks for your general ledger accounts by erasing all general ledger 
accounts and balances that have been entered, such as the sample data. 
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Step 3: Run Start GL Trans File 


Select the “Start GL Trans File” from the SYSTEM MENU. Press the RETURN key twice to 
keep the default values. This option creates room on the disk for the starting month’s 
journal entries. In the future, you must first use the initialization option to change the name 
of the transaction file and then the GL Trans File to begin a new month of entries. 


Step 4: Add Accounts 

Return to the GL SUBMENU. 

Select Add Account 

You will now be entering your account numbers, names, and starting balances. This can be 
done anytime, but the amount figures should be the balances of the accounts at the time of 
entry 

An ACCOUNT NUMBER can be any 6-digit number between 1 and 999999. 

SET UP YOUR ACCOUNTS IN THE FOLLOWING ORDER: 

1. ASSETS (using the lowest account numbers) 

2. LIABILITIES 

3. CAPITAL 

4. BEGINNING RETAINED EARNINGS (USE THE SAME ACCOUNT NUMBER YOU SET 
UP IN THE INITIALIZATION PROCESS) 

5. INCOME 

6. EXPENSES 

DESCRIPTION of the account can be up to 24 characters long, in any form you choose, such 
as “CASH IN BANK” or “AUTO EXPENSES”. 

TYPE I,E, or B: I accounts are Income; E accounts are Expenses; B accounts are Balance 
Sheet accounts (assets, liabilities, capital, and retained earnings). 

The Type of Account Is Important! The CURRENT and PREVIOUS MONTH YTD balances 
which you enter will vary depending upon the TYPE of account you are entering Keep in 
mind that you should enter the amounts as they are at the time you add the accounts. 

INCOME AND EXPENSE ACCOUNTS: When you identify an account as “I” or “E” it will be 
used in the calculation of the income ratios on your income statement. The current and 
year-to-date ratios printed on the income statements are based upon percentages of 
TOTAL INCOME. The computer adds together the CURRENT balances and the YEAR-TO- 
DATE balances of all “I” accounts and uses these figures as 100% of total income for the 
current month or year. Therefore, any accounts which you want to include in the demon- 
inator when calculating income ratios should be entered as “I” accounts; any other income 
or expense account should be entered as “E” accounts. 

If you want your income statement to be based on NET INCOME instead of TOTAL 
INCOME, enter ALL income and expense accounts as “I” accounts. 
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If you want your income statement to be based upon NET SALES as 100% of total income— 
you should enter sales, returns and allowances, and cost of goods sold as “I” accounts; then 
enter all other income and expense accounts as “E” accounts. 

BALANCE SHEET ACCOUNTS 

When you enter BALANCE SHEET ACCOUNTS other than retained earnings, both the 
CURRENT BALANCE and the PREVIOUS MONTH YTD balance should be the balances as of 
the day you are entering the account. The first balance you enter should be the balance of 
the first of the month you are starting. Whenever you post journal entries to these 
accounts, the CURRENT BALANCE will be adjusted accordingly. 

When you run End of Period, the CURRENT BALANCE will be transferred to the PREVIOUS 
MONTH YTD balance and the CURRENT BALANCE will stay the same. 

When you enter your RETAINED EARNINGS ACCOUNT, the CURRENT BALANCE should 
be the balance as of the day you are entering the account, (the first of the month!). THE 
PREVIOUS MONTH YTD balance should be the balance as of the FIRST DAY OF YOUR 
CURRENT FISCAL YEAR This account represents BEGINNING retained earnings, and you 
will usually not post journal entries to this account. Assuming you do not post journal 
entries to this account, the PREVIOUS MONTH YTD balance will always be the balance as 
of the first of the current year. When you run End of Period option to end a month, the 
CURRENT BALANCE will be updated to reflect the income and expense account CUR¬ 
RENT BALANCES, which are closed out (set to 0) as part of the End of Period Process. 

When you run End of Period in order to end a year, the CURRENT BALANCE and the 
PREVIOUS MONTH YTD BALANCE will be updated to reflect the income and expense 
account CURRENT and PREVIOUS MONTH YTD balances which are closed out as part of 
the End of Period process. 

When you enter an INCOME or EXPENSE account, the PREVIOUS MONTH YTD balance 
should be the year-to-date balance as of the day you are entering the account. Since you 
must always start to use the program on the first of a month, the CURRENT BALANCE 
(which is the amount of money you have spent or received during the current month) 
should be 0. 


Step 5: Start Format Files For Income Statement And Balance Sheet 

Run the “Start Format Files” option from the SYSTEM MENU twice-once for your income 
statement and again for your balance sheet. 

Press enter if you want to use the “default” value as your file name. 

When you are asked for the MAX /RECORDS, enter a number approximately 30% higher 
than the physical number of lines, including blank lines, that you will require for your 
income statement or balance sheet One page equals 55 physical lines. 

When you later begin for format your financial statements, remember that to print a blank 
line on an income statment or a balance sheet, you should enter a “TITLE” line into your 
formatfile with a blank title. 
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Step 6: Format Reports 

Run the “Format Reports” option from the SYSTEM MENU. 

Sample reports can be found in chapter 2 in the “Format Report” section which will help 
you determine how to set up the type of reports you need. 

You must define each line, including blanks. 

Start with line 1 by entering 1 for LINE # . 

For TYPE (T/S/A/I): enter T for Title; S for Sum line; A for Accumulation; or I for 
Itemization line. 

Enter a title up to 24 characters long. 

Enter the printer column to tell the computer where to print the title or the amounts, 
depending on the type of line 

Enter the account number your format line should begin with. 

Enter the account number your format line should end with. 

Enter the department your format line should begin with (0 if departments are not being 
used). 

Enter the department your format line should end with (99 if departments are not being 
used). 

Reverse Sign option allows you to print the dollar amount as a positive or negative number. 
It reverses the sign of the actual amount. 


Step 7: Test The Printing 

You can print a balance sheet at any time. 

To print an income statement you must have a dollar value other than $0.00 in the current 
balance of at least one “I” account. Use Edit Account to change the current balance in an “I” 
account, then you can print your income statement. Modify your formatting if necessary 
using the instructions provided in step 6. Then, use Edit Account option to change the 
balance back to 0 in any account you changed for this test. 
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Daily Procedures 

Daily Procedures For All Users 

BACKUP YOUR DATA EVERY DAY There is nothing we can do for you if you allow your only 
copy of your data to be destroyed. You will have to re-enter everything manually If you 
general ledger accounts are stored on your program disk, be sure to backup your program 
disk as well as your data disk. 

DAILY BACKUP PROCEDURES 

Keep one working data disk and 3 (yes three) backup data disks labelled A, B, and C. Rotate 
disks A,B, and C when making your most recent backup copy as follows: 

• After the first day of using VersaLedger II create 3 backups of your data disks. Label 
them A, B, and C. Each one will be exactly the same. 

• After the next day of use, copy your working data disk on backup A. 

• After your third day of use, copy your working data disk onto backup B. 

• After your fourth day of use, copy your working data disk onto disk C. 

• After your fifth day of use, start the rotation over and copy your working data disk onto 
drive A. 

Continue this rotation so that you will have copies of the previous 2 days work in case you 
need them, along with an exact duplicate of your working data disk. 

Daily Procedures For Check Register Users 

You will spend most of your time entering checks, deposits, and bank adjustments using the 
“Add to Checkbook’’ option in the Main Menu. If you make a mistake entering a transaction, 
use the “Delete Item” or “Edit Item” to correct any errors. 

At any time, you can print a “List By Account”, a “List of Outstanding Checks”, or any other 
report options in the Main Menu. You can only print checks at the time that the check is 
entered. 

At the end of a business day, it is recommended that you print a “Review Checkbook”, 
which will show you the beginning, ending, and outstanding balances for the current 
month. This printed copy of your work will be useful if you have not made the recom¬ 
mended backups and lose all your data. Believe it or not, this could happen to you if you are 
not following the recommended backup procedures outlined above. 
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Daily Procedures For General Ledger Users 

You will spend most of your time using the “Multiple JE” and “Journal Entry” options on 
the GENERAL LEDGER SUBMENU. Use the “Multiple Entry” option to enter most of your 
data since it will force you to enter a balanced entry “Journal Entry” will allow you to enter 
each portion of a journal entry one at a time; this option should only be used in an 
emergency, such as replacing lost data. 

You can print balance sheets, trial balances, account listings, etc. at any time. To print an 
income statement, however, you must have a figure other than $0.00 in at least one “I” 
(income) account. If all your income accounts contain the value 0.00, you will receive a 
“Division By Zero” error since the denominator will be zero when computing ratios. 
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Monthly Procedures 


Monthly Procedures Monthly Procedures For All Users 

It is recommended that you close out your checkbook and general ledger accounts at the 
end of each month. It is possible to use a longer or shorter accounting period, but you must 
use the same accounting period for your checkbook and general ledger. 

SPECIAL INSTRUCTIONS FOR USERS NOT USING A MONTHLY ACCOUNTING PERIOD 

If you chose to set up your accounts on a quarterly basis, label then 1 through 4. For 
example: use A0186, A0286, A0386, and A0486 for your quarterly check accounts; use 
GL0186, GL0286, GL0386, and GL0486 or your quarterly general ledger entries. (86 refers 
to the year; use the appropriate first 2 numbers for each quarter.) 

If you are using a period shorter than one month, you will have to adopt a different system 
for naming your files. For example: A0184 through A1284 will hold weeks 1 through 12. For 
the next 12 weeks, you can use A0185 through A1285--and you will have to establish your 
own “conversion chart” so that you know which file represents which week. 

The reports you can print will only reflect the accounting period you are using. For 
example, if you use quarterly periods, you cannot print a report showing only one month’s 
“Review Checkbook”. You would have to print a report that shows all checks for the 
quarter. 

At the end of the period you are using, follow the instructions in the remainder of this 
section. 


Monthly Procedures For Check Register Users 

At the end of the month (or accounting period), follow these 3 steps to close out your 
accounts: 

1. If you are using the general ledger portion of the program, use the “Post Check 
Register” option from the F/S Menu. 

2. Use the “Set Printer Parameters!” and “Review Checkbook” on the MAIN MENU to 
print a listing of the check register transaction for the month you are ending 

3. Use “Initialization” from the SYSTEM MENU to change your CHECKING ACCOUNT to 
the current month’s file. For example, you would change A0285 to A0385. 

4. Use “Start Checkbook” from the the SYSTEM MENU to start the new month’s 
checkbook. 

5. You can now return to the MAIN MENU and use “Add to Checkbook” to enter the 
new month’s transactions. 
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IF YOU WANT TO RETURN TO A PREVIOUS MONTH 


The “List By Account” option will work with more than month; however “Review Check¬ 
book” and “List Outstanding Checks” will only include the current month’s transactions. In 
addition, “Add To Checkbook”, “View Transaction”, “Delete Item”, “Edit Item”, and “Out¬ 
standing On/Off’ will work only with transactions entered in the current month. When you 
receive checks back from the bank, use the options described below to put them in the 
proper month. 

To work on a different month, use “Change Active File” in the MAIN MENU or “Initializa¬ 
tion” in the SYSTEM MENU. If you use “Change Active File”, the change to the other month 
will only be temporary. The next time you use the program (or leave the MAIN MENU and 
return to it) you will be back to the month you set in the SYSTEM MENU “Initilization” 
option. 

If you use the “Initialization” option, the change in the month will be permanent. To return 
to your original month, you would again “Initialize”. 


Monthly Procedures For General Ledger Users 

1. If you are using the check register portion of VersaLedger II, run the “Post Check 
Register” option from the F/S & CHECK REG POSTING MENU. 

2. If you are using another VersaBusiness module (such as payroll or payables), run “Post 
From VersaBusiness” in the F/S & CHECK REG POSTING MENU. 

3. Print your Balance Sheet and/or Income Statement if desired. 

4. You will soon be starting a new month. Your income and expenses will be set to 0 and 
retained earnings will be automatically adjusted. The information shown on your 
balance sheet and income statement will be lost; therefore YOU MUST MAKE A 
BACKUP OF YOUR DATA. (If your program disk contains any data, back it up!) 

3. After you have printed your income statement and balance sheet and have made a 
backup of your data, run the “End of Period” option from the GL SUBMENU. 

6. Choose “Initialization” from the GENERAL LEDGER SUBMENU and change the name 
of your General Ledger Transaction File to the new month. Then go to the SYSTEM 
MENU and choose “Start GL Trans File”. 
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IF YOU WANT TO RETURN TO A PREVIOUS MONTH 

Once you change your general ledger to a new month, your “Detailed Trial Balance” and 
“Transaction Register” will only include your current months transactions. These reports 
can be printed only one month at a time. In addition, “Edit Transaction”, “Journal Entry”, 
and “Multiple JE” will work only with the transactions entered in the current month. 

If you wish to correct a journal entry from a previous month, you should make the entry in 
the current month. If you prefer to make the journal entry in the previous month, use the 
“Edit Account” to manually correct the balances of the accounts affected. 

If you change the program to a previous month, you can only look at the transaction made 
during that month, and it is not possible to view your account balances from a previous 
month—unless you use your backup copies of the data from that month. 

If you do want to change the month and see past transactions, use “Initialization” in the GL 
SUBMENU, then reboot your computer. THIS WILL CHANGE THE MONTH ON YOUR 
GENERAL LEDGER To change the month back, you should again use the “Initialization” 
option. 

If you have changed to a previous month, use only the “Transaction Register”. This is the 
only report you can print which pertains only to transactions and not to account balances. 
If you print any other reports, the account balances will show those those of the current 
month. 
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Yearly Procedures 


Yearly Procedures For Check Register Users 

End the last month of the year just as you end each month. It is suggested that you store as 
many transactions as possible in your data disk to enable you to print a “List by Account” for 
a greater range of months. 

When your data disk becomes full, you will receive the error message “DISK FULL”. Turn to 
the section dedicated to your computer for instructions on creating a new data disk. 


Yearly Procedures For General Ledger Users 

To end the last month of a year, use the “End of Period” option and select “Y” to end the 
year. 

When your data disk becomes full, you will receive the error message “DISK FULL’. Turn to 
the section dedicated to your computer for instructions on creating a new data disk. 
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The System Menu 



SYSTEM MENU 


INITIALIZATION 
START CHECKBOOK 
START GL ACCOUNT FILE 
START GL TRANS FILE 
START FORMAT FILES 
FORMAT REPORTS 


VENDOR DEVELOPMENT 
MAIN MENU 

F/S & CHECK REG POSTING 
GL SUBMENU 
NOT IMPLEMENTED 
END PROGRAM 
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System Menu Initialization 


Location: SYSTEM MENU 


Function: ENTER COMPANY INFORMATION AND CHECKING ACCOUNT NAME 

Description: You need to use this option at least once, whether you are using the check 
register alone, the general ledger alone, or both the check register and 
the general ledger. You will be able to enter the name and address which 
will appear at the top of all your reports. If you are using the check 
register portion of the program, here you can tell the computer which 
checkbook you want to use (if you are keeping the books for several 
different checkbooks) and the disk drive on which you want to keep your 
check register information. If you are using the check register, you should 
run this option every month in order to tell the computer that you will be 
starting a new month. 


Screen Displays and Operator’s Responses 


1 . 


VERSALEDGER INITIALIZATION 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

CHECKING ACCOUNT 

A0184 

A0284 

ACCOUNT FILENAME 

EXPENSES 

EXPENSES 

DATA FILE DRIVE 

1 

1 

FIRM NAME 

YOUR COMPANY INC. 

H & E COMPUTRONICS 

ADD 1 OF 2 

50 MAIN STREET 

50 N PSACACK ROAD 

ADD 2 OF 2 

ANYTOWN USA 12345 

SPRING VALLEY NY 


Remember that if you would like to keep what is in the column titled “DEFAULT”, you 
should just press ENTER. 


When you are finished answering these questions, you will be returned to the SYSTEM 

MENU. 

Additional Information - System Menu Initialization 

Remember that, as always, responding END at any time will return you directly to the 

GENERAL LEDGER SUBMENU. 

There are 4 situations when you will use this option: 

1. When you first start to use the program, you must tell the computer the name and 
address which you want to appear at the top of your reports. If you are not using the 
check register portion of the program, you will never need to use this option again 
unless your address changes. 
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2. If you are using the check register portion of the program, you need to use this option 
whenever you start a new month in order to change your CHECKING ACCOUNT 
name. This will tell the computer that you are going to be starting a new month. Then 
you should run Start Checkbook in the SYSTEM MENU. 

3. You may wish to use VERSALEDGER II with more than one checkbook. If this is the 
case, you can use this option at any time in order to change the checkbook which you 
will be using. 

Changing your CHECKING ACCOUNT in SYSTEM MENU Initialization is permanent 
in the sense that the new CHECKING ACCOUNT will be used until you change it again. 
You can temporarily change your CHECKING ACCOUNT by using Change Active File 
in the MAIN MENU. If you use Change Active File , the computer will go back to your 
original CHECKING ACCOUNT the next time you turn your computer off and on or 
the next time you exit and return to the MAIN MENU. 

4. When you use the MAIN MENU, you will be able to itemize your check register entries 
according to specific expense accounts by using List By Account. This will be useful 
for income tax purposes. 

When you use List By Account , you will be able to itemize transactions for only one 
account. You will also be able to automatically itemize all of your accounts at one time. 
However, you may wish to itemize, for example, a group of only 10 accounts without 
having to individually tell the computer to itemize each of these 10 accounts. 

The solution to this problem would be to set up 2 different charts of accounts — one 
with all of your accounts and one with only a selected group of 10 accounts. You 
would set up each of these accounts with Account Development in the MAIN MENU. 

If you will be using more than one check register chart of accounts, before using 
Account Development or List By Account you should use Initialization in the SYSTEM 
MENU in order to tell the computer which chart of accounts you will be working with. 

CHECKING ACCOUNT - You should tell the computer the checkbook you would like to use. 
A CHECKING ACCOUNT might be, for example, AO 184. The letter tells the computer 
which checkbook you will be using. (You can have up to 26 checkbooks, from A-Z.) The 
next 2 characters are the month (which must be 2 characters) and the last 2 characters are 
the last 2 digits of the year. 

You should keep each month’s checks in a separate “file”. Therefore, each month you must 
run Initialization in order to change your CHECKING ACCOUNT name from, for example, 
A0284 to A0384. 

ACCOUNT FILENAME - You should tell the computer the name of the check register chart 
of accounts you will be using when you next us e Account Development or List By Account 
in the MAIN MENU or Post Check Register on the F/S MENU. Normally you should keep the 
DEFAULT value of EXPENSES. See situation # 4 above for an explanation of why you might 
want to change your ACCOUNT FILENAME. 
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On any computer other than the APPLE, we suggest that you keep your check register 
ACCOUNT FILE on the first drive of your computer (0 for TRS-80 owners or A for 
CP/M-based computers). This is where the ACCOUNT FILE will automatically be stored. If 
you own a hard disk drive and you would rather store your checking ACCOUNT FILE on a 
different drive, you should enter the drive as part of the ACCOUNT FILENAME, such as 
EXPENSES: 1 for TRS-80 owners or B:EXPENSES for CP/M users. 

On the APPLE, your check register ACCOUNT FILE will automatically be stored on drive 2. 

DATA FILE DRIVE - The number or letter you enter here will tell the computer where you 
want to keep your check register transactions. If you are using a hard disk drive, enter the 
drive number or letter of your hard disk drive. If you are using floppy disk drives, you should 
usually keep the drive which was originally set up when you received your disk( s). Refer to 
the following chart: 

COMPUTER DATA FILE DRIVE 

TRS-80 MODEL I 1 

TRS-80 MODEL 11/12/16 0(1 DRIVE OWNERS) OR 

1 (2 DRIVE OWNERS) 

TRS-80 MODEL III/4 1 

OSBORNE B 

IBM PC B (C FOR IBM XT) 

ALL CP/M BASED COMPUTERS A (1 DRIVE OWNERS) OR 

B (2 DRIVE OWNERS) 

APPLE 2 

FIRM NAME, ADD 1 OF 2, ADD 2 OF 2 - You should enter the name and address which you 
would like to be printed at the top of all reports. COMMAS AND COLONS MANY NOT BE 
ENTERED IN RESPONSE TO ANY OF THESE QUESTIONS You can enter up to 255 
characters for each, but depending upon the computer in use and the report being printed, 
less than 255 characters may be displayed on your screen or printed on your printer. 
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Start Checkbook 


Location: SYSTEM MENU 

Function: START A CHECK REGISTER FILE 

Description: With this option you can start a new check register file and enter your 

initial checking account information. You can also run this option at any 
time in order to correct your initial balance. 

Screen Displays and Operator’s Responses 

1 . 


ENTER/MODIFY STARTING CHECKBOOK INFORMATION 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY 

CHECKING ACCOUNT 

: A0182 

: A0284 

INITIAL BALANCE 

: 1000 

: 2000 

INITIAL CHECK# 

: 101 

: 101 


2. Return to the SYSTEM MENU. 

Additional Information - Start Checkbook 

This option should be run each month in order to create a new check register transaction 
file. 

The List by Account option on the Main Menu can only itemize transactions which are on 
the same disk. It is therefore suggested to keep as many transactions on one disk as is 
possible. When a “DISK FULL” error is encountered it is necessary to start a new data disk. 

Remember, the correct procedure to start a new month’s checkbook is this: 

FIRST run Initialization in the SYSTEM MENU 

AND THEN run Start Checkbook in the SYSTEM MENU. 

If you try to start a month in which checks have already been entered, you will be reminded 
of this and be given the choice of erasing all checks already entered that month or merely 
changing that month’s starting balance. 







2/6 


Start GL Account File 


Location: SYSTEM MENU 

Function: START A GENERAL LEDGER CHART OF ACCOUNTS 

Description: This option will create room on your disk for your general ledger chart of 

accounts. If accounts already exist, you will be able to change your 
maximum number of general ledger accounts. Existing accounts will 
NOT be erased unless you want them to be erased. 

Screen Displays and Operator’s Responses 

1 . 



START GL ACCOUNT FILE 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

GL ACCT FILE NAME 

: GLACCT/DAT 

: GLACCT/DAT 

MAX # ACCOUNTS 

: 300 

: 300 


2. ACCOUNT XX OF XX 

3. Return to the SYSTEM MENU. 

(NOTE: If general ledger accounts already exist, you will be given the option of deleting 
the existing accounts or merely changing your maximum number of accounts.) 

Additional Information - Start GL Account File 

GL ACT FILE NAME - If you will be keeping track of only one general ledger chart of 
accounts, you should keep the DEFAULT, which will be “GLACCT.DAT” for CP/M-based 
computers or “GLACCT/DAT” for all other computers. See situation *2 under GENERAL 
LEDGER SUBMENU Initialization in this manual for information about why you might 
want to use a different chart of accounts. 

Your GL ACCT FILE NAME must start with a letter. It can be up to 8 characters long, plus 
“.DAT” for CP/M-based computers or “/DAT” for any other computer. 

MAX* RECORDS - This question is asking you for the maximum number of accounts which 
you want to keep in your general ledger. See MAX * ACCOUNTS under the section in this 
manual for GENERAL LEDGER SUBMENU Initialization for more information. 
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Start GL Trans File 


Location: SYSTEM MENU 

Function: START GENERAL LEDGER TRANSACTION FILE 

Description: With this option you can start a new general ledger transaction file, which 

will hold your journal entries, and enter your starting journal entry 
number. You can also run this option at any time in order to correct your 
next journal entry number. 

Screen Displays and Operating Responses 

1 . 



ENTER/MODIFY NEXT JE # 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

GL TRANS ACCOUNT 

: GL0182 

: GL0284 

NEXTJE# 

: 1 

: 1 


2. Return to the SYSTEM MENU. 

Additional Information - Start GL Trans File 

This option should be run each month in order to create a new general ledger transaction 
file (journal entry file). 

Remember, the correct procedure to start a new month’s general ledger transaction file is 
this*. 

FIRST run Initialization in the GENERAL LEDGER SUBMENU 
AND THEN run Start GL Trans File in the SYSTEM MENU. 

If you try to start a general ledger transaction file for a month in which journal entries have 
already been entered, you will be reminded of this and be given the choice of erasing all 
journal entries already entered that month or merely changing that month’s next journal 
entry number. 
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Start Format Files 


Location: SYSTEM MENU 

Function: START INCOME STATEMENT OR BALANCE SHEET FORMAT FILE 


Description: This option will let you make room on your disk for your balance sheet 

and income statement “format files,” which will be used to store your 
custom formats for your balance sheet and income statement. This option 
will erase any formats you may have already entered. Therefore, you 
should usually run this option once — when you are first getting ready to 
design your balance sheet or income statement. 


Screen Displays and Operator’s Responses 


1 . 


START INCOME STATEMENT/BALANCE SHEET FORMAT FILE 
START BALANCE SHEET OR INCOME STATEMENT FILE (B/l)? B 


2 . 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

FORMAT FILENAME 

: INCOME/DAT 

: INCOME/DAT 

MAX # RECORDS 

: 300 

: 300 


3. RECORD XX OF XX 

4. Return to the SYSTEM MENU. 
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Additional Information - Start Format Files 

FORMA TFILENAME - Usually you should keep the DEFAULT value for this question, which 
will be “INCOME.DAT” or “BALANCE.DAT” on CP/M-based computers or ‘INCOME/DAT” 
or “BALANCE/DAT” on all other computers. 

If you will be printing departmentalized balance sheets or income statements or 
specialized reports such as a STATEMENT OF CHANGES IN FINANCIAL CONDITION, you 
may wish to change the FORMAT FILENAME. See the section in this manual called BAL 
SHEETFIILENAME under Initialization of the GENERAL LEDGER SUBMENU for more information. 

MAX* RECORDS - This question is asking you for the maximum number of printed lines 
you will want on your balance sheet or income statement. Every line which will be printed 
on your report will be assigned a “record” in your format file. You should also leave some 
extra records because you may want to change the format of your balance sheet or income 
statement at some time. 
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Format Reports 


Location: SYSTEM MENU 

Function: FORMAT INCOME STATEMENT/BALANCE SHEET 

Description: This option will let you design your own formats for your balance sheet 

and income statement. You can also use this option at any time in order to 
change your design for these financial statements. 

Screen Displays and Operator’s Responses 

1 . 


FORMAT BALANCE SHEET/INCOME STATEMENT 
FORMAT BALANCE SHEET OR INCOME STATEMENT (B/l) B 


FORMAT BALANCE SHEET 


1. ADD ENTRY 

2. DELETE ENTRY 

3. QUERY ENTRY 

4. CHANGE ENTRY 

5. PRINT FORMAT FILE 

6. END 

WHAT IS YOUR CHOICE? 


If you select: 

ADD ENTRY, see step 2, below. 
DELETE ENTRY, see step 3. 
QUERY ENTRY, see step 4. 
CHANGE ENTRY, see step 5. 
PRINT FORMAT FILE, see step 6. 
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2 . 



ADD ENTRY 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

LINE# 


55 

TYPE (T/S/A/l) 


S 

TITLE 


TOT CURRENT ASSETS 

PRINTER COLUMN 


50 

BEG ACCT # 


151 

END ACCT# 


159 

BEG DEPT # 


0 

END DEPT# 


99 

REVERSE SIGN (Y/N) 


N 


(Return to step 1) 

3. 


DELETE BALANCE SHEET/INCOME STATEMENT LINE 

WHICH LINE DO YOU WISH TO DELETE (0 IF NONE)? 55 

LINE # 

55 

TYPE (T/S/A/l) 

S 

TITLE 

TOT CURRENT ASSETS 

PRINTER COLUMN 

50 

BEG ACCT # 

151 

END ACCT# 

159 

BEG DEPT # 

0 

END DEPT# 

99 

REVERSE SIGN (Y/N) 

N 


( Return to step 1) 
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4. 


QUERY BALANCE SHEET/INCOME STATEMENT LINE 

WHICH LINE DO YOU WISH TO QUERY (0 IF NONE)? 55 

LINE# 

55 

TYPE (T/S/A/l) 

S 

TITLE 

TOT CURRENT ASSETS 

PRINTER COLUMN 

50 

BEG ACCT # 

151 

END ACCT# 

159 

BEG DEPT# 

0 

END DEPT# 

99 

REVERSE SIGN (Y/N) 

N 


(Return to step 1) 

5. 


CHANGE BALANCE SHEET/INCOME STATEMENT LINE 

WHICH ENTRY WOULD YOU LIKE TO CHANGE? 55 

* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

TYPE (T/S/A/l) 

S 

S 

TITLE 

TOT CURRENT ASSETS 

TOT ASSETS 

PRINTER COLUMN 

50 

50 

BEG ACCT # 

151 

151 

END ACCT# 

159 

159 

BEG DEPT# 

0 

1 

END DEPT# 

99 

1 

REVERSE SIGN (Y/N) 

N 

Y 


(Return to step 1) 
6 . 


PRINT BALANCE SHEET/INCOME STATEMENT FORMAT FILE 

ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS ENTER WHEN READY 


(Return to step 1) 
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YOUR COMPANY INC. PAGE 1 

50 N. MAIN STREET 
ANYTOWN USA 12345 

BALANCE SHEET FORMAT FILE 
01/01/84 



--- 






===== 

: = = = 

_ INE 

TYPE 

TITLE 

COL 

BEG ACT 

END ACT 

BEG DPT END 

DPT 

REV 

3 

T 

ASSETS 

35 






6 

T 


35 






9 

T 


1 






12 

T 

CURRENT ASSETS 

1 






15 

T 


1 






18 

T 


1 






21 

I 

ITEMIZATION LINES 

30 

100 

600 

0 

99 

N 

24 

S 

TOTAL CASH 

40 

100 

600 

0 

99 

N 

27 

T 


1 






30 

I 

ITEMIZATION LINES 

30 

1000 

1500 

0 

99 

N 

33 

T 


30 






36 

I 

ITEMIZATION LINES 

30 

2000 

2500 

0 

99 

N 

39 

S 

ACCOUNTS RECEIVABLE - NET 

40 

2000 

2500 

0 

99 

N 

40 

T 


1 






42 

I 

ITEMIZATION LINES 

30 

3000 

5000 

0 

99 

N 

45 

S 

TOTAL INVENTORY 

40 

3000 

5000 

0 

99 

N 

48 

T 


20 






51 

S 

MARKETABLE SECURITIES 

30 

6000 

6000 

0 

99 

N 

54 

T 


30 






57 

I 

ITEMIZATION LINES 

30 

7000 

7500 

0 

99 

N 

60 

S 

TOTAL ADVANCES 

40 

7000 

7500 

0 

99 

N 


T 30 


63 
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YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 


PAGE 2 




BALANCE 

SHEET FORMAT FILE 
01/01/84 





LINE 

TYPE 

TITLE 

COL 

BEG ACT 

END ACT 

BEG DPT END 

DPT 

REV 

66 

S 

DUE FROM SUBSIDARY 

30 

8000 

8000 

0 

99 

N 

69 

T 


30 






72 

I 

ITEMIZATION LINES 

30 

9000 

9600 

0 

99 

N 

75 

S 

TOTAL PREPAID EXPENSES 

40 

9000 

9600 

0 

99 

N 

78 

T 


30 






81 

S 

OTHER CURRENT ASSETS 

30 

9900 

9900 

0 

99 

N 

84 

T 


30 






87 

S 

TOTAL CURRENT ASSETS 50 

100 

9900 

0 

99 

N 

90 

T 


30 






93 

T 


30 






96 

T 

FIXED ASSETS 

1 






99 









T 








102 

T 


1 






105 

S 

LAND 

30 

10000 

10000 

0 

99 

N 

108 

T 


30 






111 

I 

ITEMIZATION LINES 

30 

11000 

11100 

0 

99 

N 

114 

S 

BUILDINGS - NET 

40 

1 1000 

11100 

0 

99 

N 

117 

T 


1 






120 

I 

ITEMIZATION LINES 

30 

11500 

11600 

0 

99 

N 

123 

S 

F & F - NET 

40 

11500 

11600 

0 

99 

N 

126 

T 


1 






129 

I 

ITEMIZATION LINES 

30 

12000 

12100 

0 

99 

N 
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YOUR COMPANY INC. PAGE 1 

50 N. MAIN STREET 
ANYTOWN USA 12345 

INCOME STATEMENT FORMAT FILE 
01/01/84 


LINE 

TYPE 

TITLE 

COL 

EEG ACT 

END ACT EEG 

DPT END 

DPT 

REV 

10 

T 

SALES 

1 






12 

T 


1 






13 

T 


1 






16 

T 

DEPARTMENT 1: 

1 






17 

T 


1 






19 

I 

ITEMIZATION LINES 

3 

40001 

41001 

1 

1 

Y 

20 

T 


1 






21 

A 

ACCUMULATION LINE 

1 

40001 

40001 

1 

1 

Y 

22 

A 

ACCUMULATION LINE 

1 

40501 

40501 

1 

1 

Y 

23 

S 

DEPARTMENT 1 TOTAL 

3 

41001 

41001 

1 

1 

Y 

24 

T 


1 






25 

T 

DEPARTMENT 2: 

1 






26 

T 


1 






27 

I 

ITEMIZATION LINES 

3 

40002 

41002 

2 

2 

Y 

28 

T 


1 






29 

A 

ACCUMULATION LINE 

1 

40002 

40002 

2 

2 

Y 

30 

A 

ACCUMULATION LINE 

1 

40502 

40502 

2 

2 

Y 

31 

S 

DEPARTMENT 2 TOTAL 

3 

4 1002 

4 1002 

2 

2 

Y 

34 

T 


1 






37 

S 

TOTAL SALES 

1 

40000 

41002 

0 

99 

Y 

40 

T 


1 







43 T 


TOTALS FOR ALL DEPTS.: 
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YOUR COMPANY INC. PAGE 2 

50 N. MAIN STREET 
ANYTOWN USA 12345 

INCOME STATEMENT FORMAT FILE 
01/01/84 


LINE 

TYPE 

TITLE 

COL 

BEG ACT 

END ACT BEG 

DPI END 

DPT 

REV 

46 

T 


1 






49 

S 

SALES - TRADE TOTAL 

1 

40001 

40002 

0 

99 

Y 

52 

S 

SALES - OTHER TOTAL 

1 

40501 

40502 

0 

99 

Y 

55 

s 

SALES - NON-TAX TOTAL 

1 

41001 

41002 

0 

99 

Y 

58 

T 


1 






61 

s 

TOTAL SALES 

1 

40000 

41002 

0 

99 

Y 

64 

T 


1 






67 

I 

ITEMIZATION LINES 

1 

41500 

41500 

0 

99 

N 

70 

T 


1 






73 

S 

TOTAL NET SALES 

1 

40000 

41500 

0 

99 

Y 

76 

T 


1 






78 

T 


1 






88 

T 

COST OF GOODS SOLD 

1 






90 

T 


1 






92 

T 


1 






94 

I 

ITEMIZATION LINES 

1 

45000 

45100 

0 

99 

N 

97 

S 

TOTAL PURCHASES 

1 

45000 

45100 

0 

99 

N 

100 

T 


1 






102 

I 

ITEMIZATION LINES 

1 

46000 

46100 

0 

99 

N 

105 

S 

TOTAL LABOR 

1 

46000 

46100 

0 

99 

N 

107 

T 


1 






110 

I 

ITEMIZATION LINES 

1 

46500 

49000 

0 

99 

N 
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Additional Information - Format Reports 

The Format Reports option is the heart of VERSALEDGER II’s general ledger functions. 
Understanding this option is the key to successfully using VERSALEDGER II. 

Each line in an income statement or balance sheet is assigned a line in a FORMAT FILE. 
When a financial report is generated, VERSALEDGER II reads every line of the format file 
and prints the associated line of the income statement or balance sheet in numerical order. 
Thus, adding line # 60 and then line # 50 will result in line 50 being printed first. 

A WORD OF ADVICE: In generating an income statement or balance sheet, 
VERSALEDGER II must search each entry in the appropriate format file. 
Specifically, the program searches entry 1 through the number set up as the 
MAX # RECORDS in the Start Format Files option of the System Menu. 

For this reason, it is advisable to use as low a number for MAX * RECORDS 
as possible and to have as “dense” a format file as possible. That is to say, 
maintaining entry 100 and entry 150 in a format file with no other entries 
between them will result in a pause when financial statements are printed 
since balances for all entries between 100 and 150 must be loaded, even 
though they will be blank. 

On the other hand, it is important to leave extra room in between entries ( a 
file numbered by fives is about right), since an operator may wish to later 
insert a line in a format file. 

LINE * - Each entry to a format file has a line number associated with it. When a financial 
report is printed, the report is printed in the order of the line numbers. It is therefore 
possible to “insert” an entry into a financial report by adding a line number in between two 
line numbers which are already present. 

TYPE - Each entry to a format file is either a TITLE, a SUM, an ITEMIZATION LINE, or an 
ACCUMULATION LINE. 

* TITLE - A TITLE is simply a heading which will appear on the financial report 
with no numerical value. 

* SUM - A SUM consists of a heading and an associated numerical value. The 
computer will add a group of consecutive accounts, beginning with the BEG ACT 

* and BEG DEPT * (see below) and ending the with END ACCT * and END DEPT 
# , and then print the total of the balances of all these accounts. In order to use a 
SUM line, all the accounts to be added must be consecutive. That is, you cannot 
add account 101 and 201 while omitting account 150 in between. 

* ACCUMULATION LINE - If you use a SUM line, you cannot add accounts which 
are not in order. For example, let’s suppose your accounts are organized like this: 

101 Assets Department 1 

102 Assets Department 2 

201 Liabilities Department 1 

202 Liabilities Department 2 
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With this chart of accounts, you can add accounts 101 and 102 together with a 
SUM line to compute total assets, or you can add 201 and 202 together to 
compute total liabilities. You can also add 101 through 202 in order to compute 
total assets and liabilities. But how can you add together ONLY accounts 101 and 
201, and NOT 102 or 202, in order to compute total assets and liabilities for JUST 
DEPARTMENT 1? With only SUM LINES, you cannot do this. But by using 
ACCUMULATION LINES, such a problem can be easily solved. 

If you enter an ACCUMULATION LINE, nothing will be printed when the 
computer sees that line while printing a financial statement. Instead, the balance 
of the account(s) included in the accumulation line will be stored away in 
memory and added to the values for the next ACCUMULATION LINE, SUM LINE, 
OR ITEMIZATION LINE (see below about ITEMIZATION LINES). Using our 
previous example, in order to add together accounts 101 and 201 while omitting 
account 102, you can format your report like this: 

TYPE BEG ACCT * END ACCT * 

A 101 101 

S 201 201 

When the computer reaches the ACCUMULATION LINE above, it will store away 
the sum of accounts 101 through 101, which is just the balance of account 101. 
When it reaches the SUM line which follows, it will add together accounts 201 
through 201 (just account 201) and THEN ADD the value from the previous 
accumulation line. Therefore, accounts 101 and 201 will be added together, 
without account 102. 

The above is a very simplified example of possible applications of accumulation 
lines. Actually, you could use 10 accumulation lines in a row, followed by one sum 
line, in order to add up the balances of 10 scattered accounts. 

* ITEMIZATION LINE - Often you may wish to list on a balance sheet or income 
statement the balances of several accounts in a row, with the individual 
ACCOUNT NAMES listed on the report as TITLES. You could do this by treating 
each account you want printed as its own format file line, and entering each as a 
SUM line with the same beginning and ending account number. In order to make 
this work easier for you, we have included a TYPE of format file line called an 
ITEMIZATION LINE. 

Let’s assume you have a chart of accounts which looks like this: 

10100 CASH IN BANK 
10400 HOME 
10500 OTHER ASSETS 

If you wished to list each of these account balances separately on a balance sheet, 
along with a grand total, you would need 4 different format file lines, like this: 

TYPE TITLE BEG ACCT * END ACCT # 

S CASH IN BANK 10100 10100 

S HOME 10400 10400 

S OTHER ASSETS 10500 10500 

S TOTAL ASSETS 10100 10500 
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If you used an ITEMIZATION LINE, you could produce the same report with only 
2 format file lines, like this: 

TYPE TITLE BEG ACCT # END ACCT * 

I ITEMIZATION LINE 10100 10500 

S TOTAL ASSETS 10100 10500 

As you can see, itemization lines will have absolutely no effect upon the actual 
finished product (your balance sheet or income statement). However, using 
itemization lines can speed up your work quite a bit. 

TITLE - This is the heading which will be printed on your report ( 30-character maximum). 
This heading will be printed with TITLE and SUM entries ONLY, NOT with ACCUMULA¬ 
TION and ITEMIZATION lines. 

PRINTER COLUMN - For income statement entries, you should enter the printer column 
(1 -130 ) at which the TITLE should be printed. For balance sheet entries, you should enter 
the printer column (1-130) at which the numerical value should be printed for SUM or 
ITEMIZATION lines and the printer column (1 -130) at which the TITLE should be printed 
for TITLE lines. 

BEG ACCT * (NOT for TITLE lines) - You should enter the account number of the first 
account which you would like to be added as part of the number to be printed. 

END ACCT * (NOT for TITLE lines) - You should enter the account number of the last 
account which you would like to be added as part of the number to be printed. 

BEGINNING AND ENDING DEPARTMENT NUMBERS - If you have no need for departmental 
financial reports, you can ignore this feature of the program. You can number your 
accounts any way you would like (up to 6 digits), and you need not pay attention to 
departments, with one exception. If you will not be formatting departmentalized reports, 
you should always enter 0 as the beginning department number and 99 as the ending 
department number when you format your financial statements. If you will, indeed by 
formatting departmentalized reports, continue reading this section. 

A NOTE TO PREVIOUS VERSALEDGERII USERS: If you used the “old” version of 
VERSALEDGER II and then updated to the current version, your format files did 
NOT include a BEGINNING DEPARTMENT NUMBER or ENDING DEPARTMENT 
NUMBER. As part of the instructions in the section “CONVERTING TO 6-DIGIT 
ACCOUNTS,” we mentioned that the computer would update your format files 
for the new version of the program as soon as you chose Format Reports. What the 
program will actually do is add in a beginning department number of 0 and an 
ending department number of 99 for all accounts, thereby including all 
departments on your financial reports. If you wish, you could then change your 
financial statement format files to include departmentalization to the extent you 
require. 
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What do the BEGINNING DEPARTMENT NUMBER and ENDING DEPARTMENT NUMBER 
mean? When you print a financial report, SUM, ITEMIZATION, and ACCUMULATION 
LINES are examined for a BEGINNING ACCOUNT NUMBER and an ENDING ACCOUNT 
NUMBER. Normally the program will include all accounts between these numbers when it 
adds up their balances. 

Now, the last two digits of any account number can be interpreted by the computer, if you 
would like, to be departments. Therefore, you can use departments 00 through 99. If you 
format your financial statement to include 0 as the BEGINNING DEPARTMENT NUMBER 
and 99 as the ENDING DEPARTMENT NUMBER, every account will automatically have a 
department between these two numbers. If, however, you use 05 as the BEGINNING 
DEPARTMENT NUMBER and 06 as the ENDING DEPARTMENT NUMBER, the portion of 
your financial statement controlled by that particular line will include only accounts 
whose account numbers fall between the beginning and ending account number and 
whose last two digits fall between the beginning and ending department number. 

Let’s say, for example, that your accounts are set up like this: 

50301 INCOME DEPARTMENT 1 

50302 INCOME DEPARTMENT 2 

50401 EXPENSES DEPARTMENT 1 

50402 EXPENSES DEPARTMENT 2 

If you want to list all income and expenses for department 1, you could use this one format 
file line: 

TYPE BEG ACCT # END ACCT # BEG DEPT * END DEPT * 

I 50301 50401 1 1 

Please remember that it is very important that your ENDING ACCOUNT NUMBER include 
the department which you want to itemize. Let’s say that you entered the following format 
file line: 

TYPE BEG ACCT # END ACCT # BEG DEPT # END DEPT # 

I 50300 50400 1 1 

In looking at this format file line, the computer would first look for account numbers 
between 50300 and 50400 inclusive and then check for only those accounts within this 
range which have a department number of 1. Is account 50301 between 50300 and 50400? 
Yes, it is, and it also is from department number 1. Is account 50401 between 50300 and 
50400? 1 VO, it is not. Therefore, you must use 50401 as your ENDING ACCT *, not 50400. 

It might aid your understanding of formatting financial reports to understand that it is 
possible to format departmental reports by using ACCUMULATION LINES rather than by 
relying on beginning and ending department numbers. Let’s review our chart of accounts: 

50301 INCOME DEPARTMENT 1 

50302 INCOME DEPARTMENT 2 

50401 EXPENSES DEPARTMENT 1 

50402 EXPENSES DEPARTMENT 2 
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This is the format line which we used to print the total for department 1, which was the 
total of accounts 50301 and 50401: 

TYPE BEG ACCT * END ACCT * BEG DEPT * END DEPT * 

I 50301 50401 1 1 

Instead of this one line, we could have used an ACCUMULATION LINE and a SUM LINE, like 
this: 

TYPE BEG ACCT # END ACCT * BEG DEPT * END DEPT * 

A 50301 50301 0 99 

S 50401 50401 0 99 

As you can see, there are many different ways to accomplish the same type of financial 
reports, and only you will know the difference. That is, it might be possible to format the 
same report many different ways. Each report will look the same, but some will require less 
format file lines (and hence less work) than others. 

REVERSE SIGN (Y/N) - (NOT for TITLE lines) - If you enter Y, the numerical value will be 
multiplied by -1. In other words, negative numbers will be printed as positive numbers and 
vice versa. You might want to do this, for example, to print the balance for a liability 
account, since a liability would normally contain a negative (CREDIT) balance but should 
be printed as a positive number on a balance sheet. 

EXTREMELY IMPORTANT: The best way to understand the FORMAT REPORTS option is 
to EXAMINE THE SAMPLE PRINTOUTS. Comparing these FORMAT FILES to the sample 
financial reports should clear up any difficulties. 

Computing Current Earnings 

Each printed line on a financial report is simply the sum of a consecutive group of general 
ledger accounts. Although it is possible to compute current earnings in this manner, it may 
not be immediately obvious how to do this. 

CURRENT EARNINGS MAY BE THOUGHT OF AS THE SUM OF ALL INCOME 
STATEMENT ACCOUNTS. In other words, if a company has income of 1000 (-1000) 
and expenses of 500 (+500 ), current earnings for that period are 500 (-1000 +500 = -500 ). 
These current earnings will be automatically posted to retained earnings at the end of an 
accounting period, when End of Period is run. 

Computing Total Liabilities and Capital 

Since current earnings are considered part of a company’s capital, when computing total 
liabilities and capital it is necessary to include current earnings. In the paragraph above it 
was explained that current earnings equal the sum of all income statement accounts. 
Therefore, TOTAL LIABILITIES AND CAPITAL MAY BE THOUGHT OF AS THE SUM 
OF ALL LIABILITY AND CAPITAL ACCOUNTS, PLUS THE SUM OF ALL INCOME 
STATEMENT ACCOUNTS. FOR THIS REASON, WE SUGGEST THAT YOU GROUP 
YOUR LIABILITY AND CAPITAL ACCOUNTS NEXT TO YOUR INCOME ACCOUNTS. 
IF YOU DO NOT DO THIS YOU WILL COMPLICATE YOUR FORMAT FILES 
SOMEWHAT WITH ACCUMULATION LINES. 
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Add To Checkbook 


2. Remember that the x’s shown on the Add To Checkbook menu should NOT be entered. 
You should respond ENTER for the next check number or you should enter the 
number of the check you will be entering. 

Now you can enter a check into the computer. If you entered a check number under the 
Add To Checkbook menu (instead of pressing ENTER for the next check number), the 
program will use that number as this check’s number and continue to number further 
checks in sequence. 

REFERENCE * 101 ITEM * 8 


REFERENCE * 101 means that we are entering check number 101. ITEM * 8 means that this 
is the 8th transaction you have entered into your checkbook this month. 


* FIELD * 

* DEFAULT* * YOUR ENTRY* 

DATE 

: 04/28/82 

PAYEE 

: RICH KAPLAN 

ADD 1 OF 2 

50 N. PASCACK ROAD 

ADD 2 OF 2 

SPRING VALLEY NY 10977 

ACCOUNT 

233 

AMOUNT 

243.34 

COMMENT 

COMPUTER 


Proceed to step 6. 

Note that you should enter the check as a positive amount. The computer will 
automatically subtract this amount from your checkbook balance. If you use Post Check 
Register, the computer will DEBIT the account to which you posted this transaction. A 
CREDIT will be AUTOMATICALLY posted to your cash accountas part of one journal entry 
for the net change in cash for the month. 


Important: Addresses and Window Envelopes — 


When you are asked for the PAYEE, you may wish to enter a PAYEE whose name and address 
has already been entered with Vendor Development in the SYSTEM MENU. If, for example, 
you had entered vendor # 3 under Vendor Development, you could respond * 3 ENTER 
when you were asked for the PAYEE. Type the * symbol, followed by the vendor number. If 
you do this, the vendor’s name and address will automatically appear under the “DEFAULT” 
column. 


Remember that the address will NOT be stored on disk. It will be printed on the check and 
then erased from the computer’s memory. 
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Additional Information - Vendor Development 

VENDOR DEVELOPMENT will let you enter names and addresses of people to whom you 
frequently write checks. When you run Add To Checkbook, you will then be able to issue 
checks to these people by simply entering a vendor number. Checks will be printed with an 
ADDRESS suitable for a RAPIDFORMS VERSABUSINESS FORM *DW 3787 envelope. 

VENDOR DEVELOPMENT works much like ACCOUNT DEVELOPMENT in the MAIN 
MENU, except that VENDOR DEVELOPMENT is used to enter names and addresses of 
people to whom you frequently write checks. You will be able to enter a VENDOR 
NUMBER (up to 999), name, and 2-line address (no commas!). 

When you use Add To Checkbook in the MAIN MENU, you will be asked for the PAYEE. If 
you wish to automatically use the name and address which you entered as vendor 102 in 
VENDOR DEVELOPMENT, you can type # 102 when you are asked for the PAYEE. (Note 
that you should actually type the * symbol, followed by the vendor number.) The name and 
address will automatically appear on your check. 

Remember that the address will NOT be stored on disk for your Review Checkbook. It will 
only be printed on the check. 
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MAIN MENU 


ADD TO CHECKBOOK 
VIEW TRANSACTION 
EDIT ITEM 
DELETE ITEM 
OUTSTANDING ON/OFF 
ACCOUNT DEVELOPMENT 
SORT FILE 

CHANGE ACTIVE FILE 
NOT IMPLEMENTED 


SET PRINTER PARAMETERS 
REVIEW CHECKBOOK 
LIST OUTSTANDING CHECKS 
LIST BY ACCOUNT 
SET TODAY’S DATE 
GENERAL LEDGER SUBMENU 
SYSTEM MENU 
F/S & CHECK REG POSTING 
END PROGRAM 


The Main Menu 
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Add To Checkbook 


Location: MAIN MENU 

Function: ENTER A CHECK, DEPOSIT, OR BANK ADJUSTMENT 

Description: This option will let you enter checks, deposits, and bank adjustments. 

Checks may be split to more than one account ( “a multiple distribution” ). 
Checks may be automatically numbered or entered out of sequence. You 
can print these checks on RAPIDFORMS checks ( VERSABUSINESS FORM 
*2847). 

Screen Displays and Operator’s Responses 
1 . 


<0> for menu 

<@> for SAME CHECK number (different account) 

<ENTER> for NEXT CHECK 

<xxxx> for a check number different from next 

<Bxxxx> for a BANK ADJUSTMENT 

<Dxxxx> for a DEPOSIT 


Reference #? 


If you select: 

<0> for menu, then return to the MAIN MENU. 

<@> for SAME CHECK (different account), see step 3, below. 

<ENTER> for NEXT CHECK, see step 2, below. 

<xxxx> for a check number different from next, see step 2, below. 

<Bxxxx> for a BANK ADJUSTMENT, see step 4, below. 

<Dxxxx> for a DEPOSIT, see step 5, below. 

2. Remember that the x’s shown on the Add To Checkbook menu should NOT be entered. 
You should respond ENTER for the next check number or you should enter the 
number of the check you will be entering. 

Now you can enter a check into the computer. If you entered a check number under the 
Add To Checkbook menu (instead of pressing ENTER) for the next check number), the 
program will use that number as this check’s number and continue to number further 
checks in sequence. 


REFERENCE *101 


ITEM *8 
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REFERENCE * 101 means that we are entering check number 101. ITEM # 8 means that this 
is the 8th transaction you have entered into your checkbook this month. 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

DATE 


04/28/82 

PAYEE 


RICH KAPLAN 

ADD 1 OF 2 


50 N. PASCACK ROAD 

ADD 2 OF 2 


SPRING VALLEY NY 10977 

ACCOUNT 


233 

AMOUNT 


243.34 

COMMENT 


COMPUTER 


Proceed to step 6. 

Note that you should enter the check as a positive amount. The computer will 
automatically subtract this amount from your checkbook balance. If you use Post Check 
Register , the computer will DEBIT the account to which you posted this transaction. A 
CREDIT will be AUTOMATICALLY posted to your cash account as part of one journal entry 
for the net change in cash for the month. 

Important: Addresses and Window Envlopes — 

When you are asked for the PAYEE, you may wish to enter a PAYEE whose name 
and address has already been entered with Vendor Development in the SYSTEM 
MENU. If, for example, you had entered vendor # 3 under Vendor Development, 
you could respond # 3 ENTER when you were asked for the PAYEE. Type the * 
symbol, followed by the vendor number. If you do this, the vendor’s name and 
address will automatically appear under the “DEFAULT” column. 

Remember that the address will NOT be stored on disk. It will be printed on the 
check and then erased from the computer’s memory. 


3. This feature allows you to apply a single check to multiple accounts. 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

ACCOUNT 


: 233 

AMOUNT 


: 344.40 

COMMENT 


: TEST 


Note that when you use this “multiple distribution” feature of VERSALEDGERII, you do not 
have to re-enter the check number, payee, or date. The computer will automatically group 
all portions of this check together on your Review Checkbook and print the detail, along 
with a grand total for the check. 


Proceed to step 6. 
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4. Remember, you should not type the x’s when entering a bank adjustment number. You 
should number your bank adjustments B1, B2, etc. Do not enter 0’s, spaces, or x’s when 
entering this bank adjustment number. 


Here is how to enter data for a bank adjustment: 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

DATE 


: 04/06/82 

REASON FOR CHARGE 


: BOUNCED CHECK 

CHARGE AMOUNT 


: 3434.43 

ACCOUNT CHARGED 


: 344 

COMMENT 


: PAINTER 


Note that you should enter the bank adjustment as a positive amount. The computer will 
automatically subtract this amount from your checkbook balance. If you use Post Check 
Register , the computer will DEBIT the account to which you posted this transaction. A 
CREDIT will be AUTOMATICALLY posted to your cash account as part of one journal 
entry for the net change in cash for the month. 

If you use a NEGATIVE SIGN ( — ) before the bank adjustment AMOUNT, the computer 
will make an ADDITION to your checkbook. If you use Post Check Register, it will then 
CREDIT the account to which you posted the transaction and automatically DEBIT cash 
as part of the one cash journal entry for the month. This is useful, for example, if you 
want to record interest credited to your checking account. 

Proceed to step 6. 

5. Remember, you should not type x’s when entering a deposit number. You should 
number your deposits Dl, D2, etc. Do not enter 0’s, spaces, or x’s when entering this 
deposit number. 

This is how to enter data for a deposit: 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

DATE 


: 04/06/82 

NATURE OF DEPOSIT 


:CHECKS 

ACCOUNT 


: 601 

DEPOSIT AMOUNT 


: 1000 

COMMENT 


: PAYROLL 


Note that you should enter the deposit as POSITIVE amount. The computer will 
automatically add this amount to your checkbook balance. If you use Post Check 
Register, the computer will CREDIT the account to which you posted this transaction. A 
DEBIT will be AUTOMATICALLY posted to your cash account as part of one journal 
entry for the net change in cash for the month. 
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6. E FOR ERROR, ANY KEY IF CORRECT 


If you press E, this entry will be canceled and you will be returned to step 1. Otherwise 
press any key and proceed to step 7. 

7. WOULD YOU LIKE THIS ENTRY PRINTED (Y/N)? 

If you want to print a check now, make sure your printer is loaded and ready to print, 
then answer Y; otherwise answer N. 

If you are entering a MULTIPLE DISTRIBUTION check (one for which you plan to use 
the @ option from the Add To Checkbook menu), you should respond N to this 
question until you have entered the last part of the check. Then if you respond Y the 
computer will print one check for the complete amount. 


CHECK 


DATE 

DESCRIPTION 

AMOUNT 

DEDUCTION 

NET AMOUNT 

04/19/84* 

Payable to: VENDING MACHINES INTL. 


*158.35 

ACCOUNT 101 : VEND MACH RENT 

ACCOUNT 104 s VEND REPAIRS 

ACCOUNT 234 : PAST DUE 



*100.45 

*34.34 

*23.56 

CHECK DATE 

04/19/84* 

CONTROL NUMBER ' 

234 

TOTALS 

*158.35 


DETACH HERE BEFORE DEPOSITING 


| 

I 

z 

o 

m 


F VENDING MACHINES INTL. 


VENDING MACHINES INTL. 
50 N. COLLEGE ST. 
PROVIDENCE RI 02912 


***** 4158 . 35 **** 


AUTHORIZED SIGNATURE 


8. Return to step 1, above. 

Additional Information - Add To Checkbook 

Typing 0 and then ENTER returns you to the MAIN MENU. 

Pressing @ ENTER will allow entry of an additional portion of the preceding check. The 
check number, date, and payee will remain constant. You can now, however, enter a new 
account, a new comment, and a new entry amount. When you review your checkbook, you 
will see that these entries will be grouped together and a total will be shown. 
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For example, let’s say you have just received your utility bill, which is $400 but covers gas, 
electricity, and water. Let’s say your gas account is 101, electricity is 201, and water is 301. 
(These account numbers and titles can be set up with Account Development.) 

For your gas entry (in this example), you should type ENTER (or whatever check 
number you wish to use) and enter a $100 transaction. You may use whatever data, 
comment, payee, etc. is appropriate. 

To make your electricity entry, you should now type @ ENTER. You may now enter 201 
(your new account) $200 (your new transaction amount), and a new comment. 

Finally, you should type @ again and enter your water information. Since your complete bill 
is $400, the water portion of this transaction will be $100. 

Now, when running the Review Checkbook option, you will see the following on your 
screen: 

1001 UTILITY 04/30/82* 101 GAS $100.00 

201 ELECTRIC $200.00 

301 WATER $100.00 

$400.00 


Just pressing ENTER in step 1 allows you to enter the next check. Each time this option is 
chosen, the check number will be increased by one. 

If you choose to print a check, be sure your printer is turned on. VERSALEDGERII prints on 
RAPIDFORMS checks (VERSABUSINESS FORM *2847). 

If you have a check for which you must utilize the multiple distribution feature, you should 
choose the “print-check” option only after the last portion of the check has been entered. 
At that time, the check printed will show the total of all the individual disbursements of the 
check. 

Typing a number in step 1 (4-digit maximum or 3 digits up to 32676) will set the current 
check number to whatever number you wish. This will allow you to write one check or a 
series of checks by hand, to be entered into the computer later (with no printed check). 
For example: assume your initial check number was 101 and you entered 5 consecutive 
checks (by hitting ENTER). The next check number would be 106, but if, instead of 
pressing ENTER, you type in 115 and then ENTER the next checks would be numbered 
115, 116, 117, etc., with check numbers 106 through 114 unused. You may later enter 
check number 106 by typing 106 ENTER, but you must make sure not to accidentally 
make a second set of entries to check numbers 115, 116, etc., because VERSALEDGER II 
interprets multiple entries to a single check number as a multiple disbursement of that 
check. 

Deposits and Bank adjustments may be entered by typing D or B, followed by an i.d. 
number. You should number your deposits and bank adjustments Dl, D2, Bl, B2, etc. Do 
Not enter spaces , x’s, orO’saspart of a bank adjustment number or deposit number. You 
must manually keep track of the bank adjustment number or check number you are up to at 
any point. 
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A suggestion: If you wish to have a total of all your deposits and/or bank adjustments, you 
should create an account by choosing the Account Development option. If you then assign 
all deposits or bank adjustments to this account you can total either account with the List 
By Account option. 

NOTE: Entering two deposits or bank adjustments with the same number will not delete 
the previous one. In other words, it is possible to enter two deposits numbered Dl. This 
feature allows the entering of one deposit as a negative amount to cancel the effect of the 
first without actually deleting the first, making both viewable in Remew Checkbook. In 
Review Checkbook this will have the same effect as a ‘multiple distribution ” of a deposit or 
bank adjustment. This is especially useful for such items as one deposit which you want to 
break down by cash, checks, and/or credit cards, for the reversal of a previous bank 
adjustment, or for a check which was issued and was then stopped for payment. 

Troubleshooting Guide - Add To Checkbook 

If you encounter difficulties while using Add To Checkbook, more than likely you are trying 
to add transactions for a month which you have not started with Start Checkbook in the 
SYSTEM MENU. If your receive ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 
or ERROR 54 or ERROR 52 on the MODEL 11/12/16 or ERROR 52 or ERROR 54 on a 
CP/M-based computer, this is the source of your difficulty. 

In the MAIN MENU you should use Remew Checkbook. If you again receive an error 
message, you have not started your month’s checkbook. If you still think you have started 
your checkbook correctly, check the disk you are using for data to be sure it is the right one. 

If you realize that indeed you forgot to start your new month’s checkbook, you should 
return to the SYSTEM MENU and use Start Checkbook. Before using Start Checkbook, 
however, you should use Initialization in the SYSTEM MENU to be sure you are starting 
your CHECKING ACCOUNT for the current month. 

Running Start Checkbook cannot do any “harm” on TRS-80 computers. On the APPLE and 
CP/M-base computers (including the IBM PC), running Start Checkbook will actually 
delete any transactions you may have already entered, so you should use this option with 
caution. 



: t- 
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View Transaction 

Location: MAIN MENU 

Function: VIEW AN INDIVIDUAL CHECK, DEPOSIT, OR BANK ADJUSTMENT 

Description: This option will let you look at an individual check, deposit, or bank 

adjustment on the screen. You will see the check number (or deposit or 
bank adjustment number), date, payee/description, comment, trans¬ 
action amount, and account charged. 

Screen Displays and Operator’s Responses 

1 . 


CHK # 

DATE 

CHK ISSUED TO 

ACCT 

COMMENT 

AMOUNT 

106 

04/25/82* 

ABC COMPANY 

123 

PURCHASE 

$1233.34 


In this example, we viewed check number 106. In other words, VERSALEDGERII searched 
every transaction in the current month until it found check number 106. The asterisk next 
to the date indicates that this check is outstanding. 

2 . 




ITEM # TO VIEW (@ TO END)? 13 


CHK# 

103 

DATE 

04/22/82 

CHK ISSUED TO ACCT COMMENT 

XYZ COMPANY 233 PURCHASE 

AMOUNT 

$2323.44 


In this example, we viewed item number 3- Item number 3 is the third checkbook 
transaction entered into the computer this month. You can find out an item number by 
looking at a printed Review Checkbook. 

3. 


ITEM # TO VIEW (@ TO END)? @ 


Pressing @ ENTER returns you to the MAIN MENU. 
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Additional Information - View Transaction 

Reviewing a very large checkbook may take a significant amount of time. This option will let 
you look at one specific checkbook item (check, deposit, or bank adjustment). There are 
two ways to tell the computer which transaction you want to look at: 

1. If you know the exact ITEM NUMBER of the transaction you want to look at, you 
should type the letter “I”, followed by the item number. If a check were item 
number 3 in your checkbook, this would mean that it is the third item you entered 
this month or that it became the third item in the checkbook after you used Sort 
File. You can find out a transaction’s item number by looking at a printed Review 
Checkbook. 

For example, typing 13 when asked “ITEM TO VIEW?” will show you the third 
transaction in this month’s checkbook. 

If you know a transaction’s item number, it is the fastest way to look at the 
transaction on screen. If you do not know the item number, you can tell the 
computer to search for it by TRANSACTION NUMBER. 

2. If you want to look for a transaction by its TRANSACTION NUMBER (check 
number, deposit number, or bank adjustment number), you should type the letter 
“T”, followed by the transaction number you want to look at. 

For example, typing T106 when asked “ITEM TO VIEW?” will show you check 
number 106. Typing TB3 will show you bank adjustment number B3. Typing TD4 
will show you deposit number D4. 

Remember, View Transaction will only look for transactions entered in the current month. 
If you want to look at a transaction from a previous month, you should first use Change 
Active File in order to go back to the other month. After using View Transaction, you can 
use Change Active File again (or you can END and restart VERSALEDGERII or you can leave 
the MAIN MENU and then load the MAIN MENU again) in order to go back to the original 
month. 

Troubleshooting Guide - View Transaction 

If you encounter difficulties while using View Transaction, more than likely you are trying 
to look at transactions for a month in which no transactions at all have been entered. If you 
receive ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 or ERROR 54 or 
ERROR 52 on the MODEL 11/12/16 or ERROR 52 or ERROR 54 on a CP/M-based 
computer, this is the source of your difficulty. 

You should go to Initialization in the SYSTEM MENU to check which month’s CHECKING 
ACCOUNT you are trying to look at. If you see right away that the computer is set for the 
wrong month, change the month in Initialization and return to View Transaction in the 
MAIN MENU. 
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If the month is SYSTEM MENU Initialization appears to be set correctly, return to the 
MAIN MENU and use Review Checkbook. If no transactions appear (or if you again receive 
an error message), you do not have any transactions entered for the current month on the 
disk currently in the computer. If you still think you have entered transactions for this 
month, check the disk you are using for data to be sure it is the right one. 

If the month in SYSTEM MENU Initialization appears to be correct and transactions appear 
as they should in Review Checkbook , check to be sure that you are answering the question 
“ITEM TO VIEW?” with an answer in an acceptable form, such as 110 or TB10 or TD3. 
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Edit Item 


Location: MAIN MENU 

Function: EDIT A CHECK, DEPOSIT, OR BANK ADJUSTMENT 

Description: This option will let you change any part of a check register transaction. In 

the case of a check with a multiple distribution (one check which is 
divided among 2 or more accounts), any or all portions of the check may 
be edited. 

Screen Displays and Operator’s Responses 

1. 


ITEM TO EDIT? T106 


REFERENCE #106 


CHK # DATE 

CHK ISSUED TO 

ACCT 

106 04/04/82* 

RICH KAPLAN 

103 



102 



105 


ITEM #12 

COMMENT AMOUNT 

COMPUTER 667.50 

SOFTWARE 99.50 

TAX 4.50 


771.50 


* ANY KEY TO CONTINUE * 


The computer is now showing you what the check (or deposit or bank adjustment) looks 
like before you edit it. If you have entered a multiple distribution check, all portions of the 
check will be displayed. This will help you decide which portion( s ) of the check you want 
to delete. 

2. Each part of the entry will be displayed in turn as shown: 


DATE 

: 04/04/82 

CHECK ISSUED TO 

: RICH KAPLAN 

COMMENT 

: COMPUTER 

TYPE 

: 103 

AMOUNT 

: 667.50 

<E> TO EDIT, <ENTER> IF CORRECT 


If you need to correct the item, press E and proceed to step 3; otherwise press ENTER, 
which will either return you to the MAIN MENU or show you the next part of this entry (for 
multiple-disbursement checks entered with the @ option from Add To Checkbook ). 
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3. 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

DATE 

: 04/04/82 

: 04/04/82 

CHECK ISSUED TO 

: RICH KAPLAN 

: STEVE KAPLAN 

COMMENT 

: COMPUTER 

: COMPUTER 

ACCOUNT 

: 103 

: 103 

AMOUNT 

: 677.50 

: 677.50 


In this example, only the name (CHECK ISSUED TO) has been changed. At this point any 
remaining portion of a check ( entered with the @ option from Add To Checkbook ) will be 
displayed and you will be able to edit any part(s) of the check. 

4. Return to the MAIN MENU. 

Additional Information - Edit Item 

There are two ways to tell the computer which transactions you want to edit: 

1. If you know the exact ITEM NUMBER of the transaction you want to edit, you 
should type the letter “I”, followed by the item number. If a check were item 
number 3 in your checkbook, this would mean that it is the third item you entered 
this month or that it became the third item in the checkbook after you used Sort 
File. You can find out a transaction’s item number by looking at a printed Review 
Checkbook. 

For example, typing 110 when asked “ITEM TO EDIT?” will edit the third 
transaction in this month’s checkbook. 

If you know a transaction’s item number, it is the fastest way to edit a transaction. 

If you do not know the item number, you can tell the computer to search for it by 
TRANSACTION NUMBER. 

2. If you want to look for a transaction to edit by its 7RANSA CHON NUMBER ( check 
number, deposit number, or bank adjustment number), you should type the letter 
“T”, followed by the transaction number you want to delete. 

For example, typing T106 when asked “ITEM TO EDIT?” will edit check number 
106. Typing TB3 will edit bank adjustment number B3. Typing TD4 will edit 
deposit number D4. 

Remember, Edit Item will only edit transactions entered in the current month. If you want 
to edit a transaction from a previous month, you should first use Change Active File in order 
to go back to the other month. After using Edit Transaction , you can use Change Active File 
again (or you can END and restart VERSALEDGERII or you can leave the MAIN MENU and 
then load the MAIN MENU again) in order to go back to the original month. 
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Troubleshooting Guide - Edit Item 

If you encounter difficulties while using Edit Item, more than likely you are trying to edit a 
transaction from a month in which no transactions at all have been entered. If you receive 
ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 or ERROR 54 or ERROR 52 on 
the MODEL 11/12/16 or ERROR 52 or ERROR 54 on a CP/M-based computer, this is the 
source of your difficulty. 

You should go to Initialization in the SYSTEM MENU to check which month’s CHECKING 
ACCOUNT you are trying to look through for the item to edit. If you see right away that the 
computer is set for the wrong month, change the month in Initialization and return to Edit 
Item in the MAIN MENU. 

If the month in SYSTEM MENU Initialization appears to be set correctly, return to the 
MAIN MENU and use Review Checkbook. If no transactions appear ( or if you again receive 
an error message), you do not have any transactions entered for the current month on the 
disk currently in the computer. If you still think you have entered transactions for this 
month, check the disk you are using for data to be sure it is the right one. 

If the month in SYSTEM MENU Initialization appears to be correct and transactions appear 
as they should in Review Checkbook , check to be sure that you are answering the question 
“ITEM TO EDIT?” with an answer in an acceptable form, such asIlOorTBlOor TD3. 
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Delete Item 


Location: MAIN MENU 

Function: DELETE A CHECK, DEPOSIT, OR BANK ADJUSTMENT 

Description: This option will let you completely remove an individual check, deposit, 

or bank adjustment from the computer’s records. In the case of a check 
with a multiple distribution (one check which is divided among 2 or 
more accounts), any or all portions of the check may be deleted. 

Screen Displays and Operator’s Responses 

1 . 



ITEM TO DELETE? T106 


REFERENCE 

#106 


ITEM #12 


CHK # DATE 

CHK ISSUED TO 

ACCT 

COMMENT 

AMOUNT 

106 04/04/82* 

RICH KAPLAN 

103 

COMPUTER 

667.50 



102 

SOFTWARE 

99.50 



105 

TAX 

4.50 





771.50 


* ANY KEY TO CONTINUE * 



The computer is now showing you what the check (or deposit or bank adjustment) looks 
like before you delete it. If you have entered a multiple distribution check, all portions of 
the check will be displayed. This will help you decide which portion(s) of the check you 
want to delete. 

2 . 


DATE 

: 04/04/82 

CHECK ISSUED TO 

: RICH KAPLAN 

COMMENT 

: COMPUTER 

TYPE 

: 103 

AMOUNT 

: 667.50 


DO YOU WANT TO DELETE THIS ITEM (Y/N)? 


After you answer this question with Y or N, the computer will delete or not delete this 
transaction, as you wish. Then any remaining portions of the check, deposit, or bank 
adjustment (entered with the @ multiple distribution option from Add To Checkbook ) 
will be displayed and you will be able to delete any part(s) you wish. 
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3. Return to the MAIN MENU. 

Additional Information - Delete Item 

There are two ways to tell the computer which transactions you want to delete: 

1. If you know the exact ITEM NUMBER of the transaction you want to delete, you should 
type the letter “I”, followed by the item number. If a check were item number 3 in your 
checkbook, this would mean that it is the third item you entered this month or that it 
became the third item in the checkbook after you used Sort File. You can find out a 
transcation’s item number by looking at a printed Remew Checkbook. 

For example, typing 110 when asked “ITEM TO VIEW?” will delete the third 
transaction in this month’s checkbook. 

If you know a transaction’s item number, it is the fastest way to delete a transaction. If 
you do not know the item number, you can tell the computer to search for it by 
TRANSACTION NUMBER. 

2. If you want to look for a transaction to delete by its TRANSACTION NUMBER (check 
number, deposit number, or bank adjustment number), you should type the letter “T”, 
followed by the transaction number you want to delete. 

For example, typing T106 when asked “ITEM TO DELETE?” will delete check number 
106. Typing TB3 will delete bank adjustment number B3. Typing TD4 will delete 
deposit number D4. 

Remember, Delete Item will only delete transactions entered in the current month. If you 
want to look at a transaction from a previous month, you should first use Change Active File 
in order to go back to the other month. After using View Transaction , you can use Change 
Active File again (or you can END and restart VERSALEDGERII or you can leave the MAIN 
MENU and then load the MAIN MENU again) in order to go back to the original month. 

Delete Item will completely remove the transaction from the computer’s records. You will 
never be able to get this information back again. 

APPLE USERS NOTE: On your version of VERSALEDGER II, Delete Item will not actually 
remove the item from the computers records; rather, it will VOID the transaction. 

“PAYABLE” will become “.VOID.” and all numbers will become 0. If for some 

reason you would prefer not to have a VOIDed entry in your checkbook, you should use 
Edit Item the next time you enter a check in order to edit the incorrect check into a new 
one. You can then use Sort File so that the check you just entered will appear in the correct 
order on your reports. 

Troubleshooting Guide - Delete Item 

If you encounter difficulties while using Delete Item , more than likely you are trying to 
delete a transaction from a month in which no transactions at all have been entered. If you 
receive ERROR 3 on the APPLE or ERROR 55 on the MODEL I/III/4 or ERROR 54 or 
ERROR 52 on the MODEL 11/12/16 or ERROR 52 or ERROR 54 on a CP/M-based 
computer, this is the source of your difficulty. 
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You should go to Initialization in the SYSTEM MENU to check which month’s CHECKING 
ACCOUNT you are trying to look through from the item to delete. If you see right away that 
the computer is set for the wrong month, change the month 'm Initialization and return to 
Delete Item in the MAIN MENU. 

If the month in SYSTEM MENU Initialization appears to be set correctly, return to the 
MAIN MENU and use Review Checkbook. If no transactions appear (or if you again receive 
an error message), you do not have any transactions entered for the current month on the 
disk currently in the computer. If you still think you have entered transactions for this 
month, check the disk you are using for data to be sure it is the right one. 

If the month in SYSTEM MENU Initialization appears to be correct and transactions appear 
as they should in Revieiv Checkbook, check to be sure that you are answering the question 
“ITEM TO DELETE?” with an answer in an acceptable form, such as 110 or TB10 or TD3. 
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Outstanding On/Off 


Location: MAIN MENU 

Function: INDICATE CHECKS WHICH ARE NO LONGER OUTSTANDING 

Description: This option will let you tell the computer when checks have been 

returned by your bank. Outstanding checks are always indicated by an 
asterisk (*) to the right of the date shown for the transaction on all 
reports. 

Screen Displays and Operator’s Responses 

1. 


STARTING REFERENCE # TO CHANGE FROM? 102 


2 . 


ENDING REFERENCE# TO CHANGE TO? 110 


3. 


OUTSTANDING (ON/OFF)? OFF 


SEARCHING 

UPDATING 


5. Return to the MAIN MENU. 

Additional Information - Outstanding On/Off 

When first entered, all checks are automatically treated as outstanding. This is indicated by 
an asterisk (*) to the right of the entry’s date. 

Suppose a check register is out of order, as in the following example: 

101 

102 

107 

103 
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If checks 101-103 are changed to OUTSTANDING OFF, checks 102 and 107 will also be 
changed, since they are “between” 101 and 103. For this reason, the Sort File option should 
always be used before using the Outstanding ON/OFF option. 

If a canceled check returned from a bank was entered during a previous month, you must 
first use the Change Active File option to retrieve the check file for the correct month. 

Again, remember that this option will only work with the current month and the current 
CHECKING ACCOUNT. If you receive a check from your bank which you wrote in a 
previous month or from a different checkbook, you should first use Change Active File in 
order to tell the computer that you wish to work with a different month. 

For example, changing your CHECKING ACCOUNT from A0284 to A0184 would change 
from February, 1984 to January, 1984. Changing your CHECKING ACCOUNT from A0284 
to B0284 would change from checkbook “A” to checkbook “B”. See the section in this 
manual about SYSTEM MENU Initialization for more information. 

Troubleshooting Guide - Outstanding On/Off 

If you encounter difficulties while using Outstanding On/Off \ more than likely you are 
trying to mark outstanding checks for a month in which no transactions at all have been 
entered. If you receive ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 or 
ERROR 54 or ERROR 52 on the MODEL 11/12/16 or ERROR 52 or ERROR 54 on a 
CP/M-based computer, this is the source of your difficulty. 

You should go to Initialization in the SYSTEM MENU to check which month’s CHECKING 
ACCOUNT you are trying to look at for outstanding checks. If you see right away that the 
computer is set for the wrong month, change the month in Initialization and return to 
View Transaction in the MAIN MENU. 

If the month in SYSTEM MENU Initialization appears to be set correctly, return to the 
MAIN MENU and use Review Checkbook. If no transactions appear (or if you again receive 
an error message), you do not have any transactions entered for the current month on the 
disk currently in the computer. If you still think you have entered transactions for this 
month, check the disk you are using for data to be sure it is the right one. 
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Account Development 


Location: MAIN MENU 

Function: MAINTAIN A CHART OF ACCOUNTS TO BE USED IN THE List By 

Account AND/OR PostCheck Register OPTIONS. 

Description: This option allows you to maintain a chart of CHECK REGISTER accounts 
which will be used by two other options within VERSALEDGERII. The 
List by Account option will itemize all entries made to each of these 
accounts using the Add to Checkbook option. Post Check Register will 
post the transaction totals for each account created with Account 
Development to its equivalent general ledger account, which must be 
created from the GENERAL LEDGER SUBMENU. 

Screen Displays and Operator’s Responses 


ACCOUNT DEVELOPMENT - ACCOUNT FILE NAME EXPENSES 

1. START NEW FILE 

2. ADD TO FILE 

3. INSERT IN FILE 

4. DELETE AN ENTRY 

5. CHANGE AN ENTRY 

6. LIST FILE 

7. SORT ACCOUNT FILE 

8. CHANGE ACTIVE ACCOUNT FILE 

9. EXIT TO MAIN MENU 

OPTION? 


If you choose: 

START NEW FILE, see step 2, below. 

ADD TO FILE, see step 3. 

INSERT IN FILE, see step 4. 

DELETE AN ENTRY, see step 5. 

CHANGE AN ENTRY, see step 6. 

LIST FILE, see step 7. 

SORT ACCOUNT FILE, see step 8. 

CHANGE ACTIVE ACCOUNT FILE, see step 9. 
EXIT TO MAIN MENU, return to the MAIN MENU. 







2/43 


2 . 

ACCOUNT#, ACCOUNT LABEL (-1,-1 TO END)? 123, FURNITURE 
ACCOUNT #, ACCOUNT LABEL (-1,-1 TO END)? 151, MACHINERY 
ACCOUNT #, ACCOUNT LABEL (-1,-1 TO END)? -1,-1 


Note that after each time you enter an account number and an account name, the computer 
will clear the screen and ask you for another account name and number. Don’t worry 
—everything is working fine. When you are all done entering accounts, you should type 
-1,-1 ENTER and you will be returned to step 1. 

3. 

ACCOUNT LABEL (-1,-1 TO END)? 171, MEDICAL 
ACCOUNT #, ACCOUNT LABEL (-1,-1 TO END)? -1,-1 


Return to step 1. 

4. 

ACCOUNT #, ACCOUNT LABEL (-1,-1 TO END)? 101,CASH 
ACCOUNT #, ACCOUNT LABEL (-1 ,-1 TO END)? -1 ,-1 


Return to step 1. 

3 . 

Account # to delete? 123 
123 FURNITURE 

Are you sure you want this deleted? Y 


Return to step 1. 
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6 . 


Account # to change? 171 

Current label for 171 is MEDICAL 
New label? HOSPITAL 


Return to step 1 
7. 


ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> 


(NOTE: The above message will be displayed only if you have chosen to send your reports 
to your printer by using Set Printer Parameters .) 

YOUR COMPANY INC. PAGE 1 

50 N. MAIN STREET 
ANYTOWN USA 12345 

CHECK CATEGORIES 
01/01/84 


ACCOUNT # ACCOUNT NAME 


11500 FURNITURE & FIXTURES 

22000 FICA/FWT PAYABLE 

22100 STATE TAX PAYABLE 

22300 CITY TAXES PAYABLE 

40001 SALES - TRADE (DEPT 1) 

40002 SALES - TRADE (DEPT 2) 

40501 SALES - OTHER (DEPT 1) 

40502 SALES - OTHER (DEPT 2) 

41001 SALES - NON-TAX (DEPT 1) 

45001 PURCHASES (DEPT 1) 

45002 PURCHASES (DEPT 2) 

46500 SUPPLIES 

47500 FREIGHT & TRUCKING 

50000 OFFICE SALARIES 

50100 OFFICERS’ SALARIES 

51000 RENT 

51500 EQUIPMENT RENT 

52000 REPAIRS & MAINTENANCE 

52500 AUTO & TRAVEL 

53000 UTILITIES 

53500 INSURANCE 

54000 ADVERTISING 

55500 LICENSES & PERMITS 

56000 DUES & SUBSCRIPTIONS 

58000 BAD DEBTS 

58500 BANK TRUSTEE FEES 

59900 MISCELLANEOUS EXP. 

60600 OTHER EXPENSE 


* * * END OF CHECK CATEGORIES * * * 
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Return to step 1. 

8 . 


RETRIEVING DATA 
SORTING 


Return to step 1. 
9. 


CURRENT ACCOUNT FILENAME IS EXPENSES. NEW FILE NAME? RSK 


Return to step 1. 

Additional Information - Account Development 

This option maintains a chart of accounts to be used with the List by Account and Post 
Check Register options. The name of the chart of accounts (the “ACCOUNT FILENAME” ) is 
assumed to be the name set up with the Initialization option on the SYSTEM MENU. 
Option 8 will temporarily change this account filename, however. 

OPTION 1 allows you to start a new file. This should be run the first time you enter an 
account after changing your account filename in the Initialization option of the SYSTEM 
MENU. 

Remember, OPTION 1 will permanently erase any accounts you may have already entered. 
Be sure to use this option only if you really want to start a chart of accounts completely from 
scratch. 

When asked for “Account # , Account Label”, type in the number of the account you wish to 
enter and the label ( account name ) you want associated with it, separated by a comma. You 
can enter up to 6 digits for the account number and up to 30 characters for the account 
label. 

Examples: 

54, Travel Expenses 

55, Office Supplies 
201, Entertainment 
4287, Postage 

OPTION2 permits additions to an account file. The prompts for this option are identical to 
those for option 1. The only difference lies in the fact that option 1 should be used the first 
time an account is entered. Option 2 should be used at all other times. 

OPTION 3 allows “insertion” of accounts. If accounts 102 and 104 were already entered 
and account 103 were later added unth option 2, the resulting chart of accounts 
(generated with option 6) might appear as follows: 
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102 GAS 
104 WATER 

103 ELECTRIC 

The preceding chart of accounts would have to be sorted (option 7) in order to place the 
accounts in numerical order. If account 103 were added with option 3, however, the 
resulting chart of account would immediately appear in correct order: 

102 GAS 

103 ELECTRIC 

104 WATER 

OPTION4 deletes an account from a chart of accounts. Entries which may have been posted 
to that account will still exist, but they will not appear on any report generated by List by 
Account. This option can be used to customize VERSALEDGER IPs “standard” chart of 
accounts (the sample file of accounts which are supplied with VERSALEDGER II). 

OPTION 5 allows an account’s title to be changed. An example of typical use would be if an 
account’s title were misspelled when it was originally entered. 

OPTION 6 displays or prints a complete chart of accounts ( depending upon the status of Set 
Printer Parameters}. It is suggested that this option be run each time any modification is 
made to your chart of accounts (add/delete/edit an account). In this manner, an operator 
using the Add to Checkbook option has an easily-accessible list of possible accounts to 
which to post entries. 

OPTION 7 sorts a chart of accounts into numerical order. No input is required. 

OPTION 8 temporarily changes your ACCOUNT FILENAME (the name of your chart of 
accounts). It is possible to maintain more than one chart of accounts. As an example, 
examine the following scenario: 

Company X has one checking account but wishes to produce account summa¬ 
tions ( using List by Account} for 3 different departments. This company’s chart of 
accounts should have entries for each of the following (for purposes of 
simplicity): 

ASSETS 

INCOME 

EXPENSES 

Category filename “DEP1” should be used to set up accounts for department 1, 
such as: 

101 ASSETS DEPARTMENT 1 

201 INCOME DEPARTMENT 1 

301 EXPENSES DEPARTMENT 1 

Similarly, “DEP 2” should hold the accounts for department 2, such as: 

101 ASSETS DEPARTMENT 2 

202 INCOME DEPARTMENT 2 

302 EXPENSES DEPARTMENT 2 
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Finally, “DEP 3” should hold accounts for department 3, such as: 

103 ASSETS DEPARTMENT 3 
203 INCOME DEPARTMENT 3 
303 EXPENSES DEPARTMENT 3 

When using Add to Checkbook, the VERSALEDGER II operator for Company X 
would be able to choose from 9 accounts in posting entries. However, by 
choosing category filename “DEP 1” and then running List by Account a listing 
may be obtained of only department l’s accounts and transactions. “DEP2” and 
“DEP3” would similarly generate listings of departments 2 and 3’s accounts and 
transactions. A category filename such as “DEPO,” which could hold all 9 account 
numbers and titles, would list all accounts and transactions. 

See situation # 4 under Initialization in the SYSTEM MENU for more information. 

If option 8 is not chosen, the category filename is assumed to be that set up in the 
Initialization option of the SYSTEM MENU. If it is chosen, List by Account will categorize 
the new chart of accounts when it is next run, unless the MAIN MENU is exited or Change 
Active File is run. 

OPTION 9 returns you to the MAIN MENU. 
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Sort File 


Location: MAIN MENU, GL SUBMENU, AND FINANCIAL REPORTING MENU 

Function: SORT A FILE OF CHECK REGISTER ENTRIES OR JOURNAL ENTRIES 

Description: Your Review Checkbook and List Outstanding Checks will display your 

transactions in the order in which you entered them. If you would like to 
display the transaction in a different order, you should first use this 
option, which will sort check register entries or journal entries in 5 
different ways: DATE, PAYABLE TO/DESCRIPTION, COMMENT, REFER 
ENCE*/JE*, ACCOUNT * 

( APPLE USERS NOTE: The screen displays will be slightly different on your version of the 
program. It is only possible to sort transactions by check number or journal entry 
number .) 

Screen Displays and Operator’s Responses 
1 . 


1. CHECK REGISTER TRANSACTIONS (A0282) 

2. GENERAL LEDGER TRANSACTIONS (GL0282) 

3. OTHER FILE 

4. NONE (RETURN TO MAIN MENU) 

WHICH FILE WOULD YOU LIKE SORTED? 


If you selected 1 or 2, proceed to step 3. If you selected 3, proceed to step 2. If you selected 
step 4, return to the MAIN MENU. 

2 . 


WHICH FILE WOULD YOU LIKE SORTED? A0282 


3 . 


1. DATE 

2. PAYABLE TO/DESCRIPTION 

3. COMMENT 

4. REFERENCE#/JE# 

5. ACCOUNT# 

BY WHICH FIELD DO YOU WISH TO SORT? 












(Enter the number of your selection and press ENTER.) 

4. 
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LOADING ARRAY 
RECORD XX OF XX 
ALPHABETIZING ARRAY 
SORTING, RECORD-XX 
FILE XXXX HAS BEEN SORTED 
NOW LOADING MAIN MENU 


5. Return to the MAIN MENU. 

Additional Information - Sort File 

You will probably want to list your checks in check number order. Occasionally you may 
enter a check out of order, such as when you issue a handwritten check. If you then sort 
your check register file by REFERENCE NUMBER, everything will be back in order. 

Journal entries will automatically be assigned numbers when they are entered, such as JE1, 
JE2, etc. You will probably want to list your journal entries in date order, which will 
normally also be the order in which you enter journal entries. If you forget to enter a journal 
entry which should have been made a few days ago, you ma\fWish to sort by DATE after 
entering the old journal entry. Then your Transaction Register will be printed in the 
chronological (date) order. 
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Change Active File 


Location: MAIN MENU 

Function: CHANGE DEFAULT CHECK REGISTER FILE 

Description: This option will let you temporarily change your check register to a 

different month or to a different checkbook. You might wish to use this 
option, for example, before using Outstanding On/Off to record a 
cancelled check which had been written in a previous month. 

Screen Displays and Operator’s Responses 

1 . 


CURRENT ACTIVE FILE IS A0282 

SUGGESTED ACCOUNT FORMAT IS A LETTER FROM A-Z, FOLLOWED BY A 
TWO-DIGIT MONTH AND A TWO-DIGIT YEAR. 


2 . 


CHECKING ACCOUNT (A0000 FORM)? A0182 


If you just press ENTER, the computer will keep the CHECKING ACCOUNT which was 
shown in step 1. 

3. 


ACCOUNT FILENAME? EXPENSES 


If you just press ENTER, the computer will keep the ACCOUNT FILENAME which was 
shown in step 1. 

4. 


INSERT DISK WITH DATA FOR A0182 AND PRESS <ENTER> WHEN READY 











5. 
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SEARCHING FOR FILE A0182 
FOUND FILE A0182 


6. Return to the MAIN MENU. 

Additional Information - Change Active File 

Before explaining the various uses for this option, let’s be sure that the terms CHECKING 
ACCOUNT and ACCOUNT FILENAME are clear: 

CHECKING ACCOUNT- Your CHECKING ACCOUNT name must be 5 characters. 
Specifically, you must enter a capital letter from A to Z which tells the computer 
which checking account you are using, followed by the month and the year of the 
checkbook. Examples of acceptable CHECKING ACCOUNT names are AO 184 
and Cl284. 

ACCOUNT FILENAME - Your ACCOUNT FILENAME tells the computer which 
check register chart of accounts you want to use when you use Account 
Development or List By Account. If you set up several different charts of accounts, 
you can produce divisional or departmental check register reports. See the 
section in this manual under OPTION 8 of Account Development for more 
information. 

Whenever you start to use VERSALEDGER II, the program will automatically use the 
CHECKING ACCOUNT and ACCOUNT FILENAME which you last set up with Initialization 
in the SYSTEM MENU. Each month you should use Initialization in order to change your 
CHECKING ACCOUNT from, for example, A0284 to A0384. Then you should use Start 
Checkbook in the SYSTEM MENU in order to set aside room on your data disk for your new 
month’s transactions. 

If at any time you wish to use Review Checkbook with a previous month (or different 
checkbook) or List Outstanding Checks from a different month (or, in fact, if you want to 
use any option on the MAIN MENU with a different month), you should use Change Active 
File. 

For example, changing your CHECKING ACCOUNT from A0284 to AO 184 would change 
from February, 1984 to January, 1984. Changing your CHECKING ACCOUNT from A0284 
to B0284 would change from checkbook “B” to checkbook “A”. 

Remember that if you change your CHECKING ACCOUNT or ACCOUNT FILENAME by 
using Change Active File, you will only be making a temporary change to a different month 
or to a different chart of accounts. When you turn the computer off and on, or when you 
exit the MAIN MENU and then return, the computer will go back to the CHECKING 
ACCOUNT and ACCOUNT FILENAME which you last set up with Initialization in the 
SYSTEM MENU. 

If you wish to permanently change your CHECKING ACCOUNT FILENAME, you should 
use Initialization in the SYSTEM MENU. This change will then remain in effect until you 
next run Initialization. 
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Set Printer Parameters 

Location: MAIN MENU 

Function: TURN PRINTER ON/OFF, DEFINE PRINTER SIZE 

Description: This option will let you print reports from the MAIN MENU on a printer 

instead of displaying them on a screen. You can also tell the computer 
whether you will be using a 80- or 132-column printer. 

Screen Displays and Operator’s Responses 

1 . 


The Printer is currently (On) (Off) 
Carriage width is (80) (132) 


2 . 


Change Status (Y/N)? 


If you answer N proceed to step 4; otherwise go to step 3. 
3. 


Carriage Width (132/80 Default = 80)? 

Input your desired carriage width. 

4. The computer will now display: 

Printer (ON) (OFF) 

Carriage Width (80) (132) 

After a brief pause, the program will return to the MAIN MENU. 

Additional Information - Set Printer Parameters 

If you tell the computer you will be using an 80-column printer, some information on your 
reports will be ‘’truncated” somewhat (some characters in your COMMENTS and PAYEES 
will be deleted to fit all information on the printer). This means that all numbers will still be 
correct, but information which is made of letters and numbers may have characters on the 
right cut off. 
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This option only controls printing of options from the MAIN MENU. If you END the 
program and restart it, or if you exit the MAIN MENU and then go back, the printer will be 
turned off again. You should run Set Printer Parameters again if you want to turn the 
printout on again. 

Remember, that this option does not turn your printer on. It tells the computer to turn the 
printout on, NOT the printer. This option will send output for your MAIN MENU reports 
—List By Account , Review Checkbook, List Outstanding Checks, and Check Categories 
(option 6 from the Account Development menu) — to the printer instead of to the screen. 
However, you must still be sure your printer is connected and turned on before actually 
printing any reports. 

If you own an 80-column printer which can print in a “compressed” (smaller) type style, 
see the special instructions for your computer, where instructions are given for modifying 
VERSALEDGER II to print in this smaller size. 
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Review Checkbook 


Location: MAIN MENU 

Function: VIEW OR PRINT ALL CHECKS, DEPOSITS, AND BANK ADJUSTMENTS IN 

THE CURRENT MONTH. 

Description: This option will let you look at all checks, deposits, and bank adjustments 

in the current month. The month’s initial balance, final balance, and 
outstanding balance will also be shown. 

Screen Displays and Operator’s Responses 

1. If you have turned the PRINTOUT on with Set Printer Parameters, the following will be 
displayed: 


ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> WHEN READY 


If you realize that you do not really want to print this report on your printer, you can now 
type END ENTER and you will be returned to the MAIN MENU. 






REVIEW CHECKBOOK 
01/31/84 
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2. The computer will display “ANY KEY TO CONTINUE ”. 

3. Return to the MAIN MENU. 

Additional Information - Review Checkbook 

This option will show you all checks, deposits, and bank adjustments for the CHECKING 
ACCOUNT you last entered with Initialization in the SYSTEM MENU or Change Active File 
on the MAIN MENU. 

Remember, this report will only display check register transactions for one checkbook for 
one month. If you want to display or print a Review Checkbook for a month other than the 
current month or from a different checkbook, you should first use Change Active File in 
order to tell the computer that you want to work with a different month. After printing or 
viewing the Review Checkbook , you should either use Change Active File to return to the 
original month or END the program (with End Program ) and restart it. Either of these 
methods will return you to your original month. 

For example, changing your CHECKING ACCOUNT from A0284 to AO 184 will change 
from February, 1984 to January, 1984. Changing your CHECKING ACCOUNT from A0284 
to B0284 will change from checkbook “A” to checkbook “B”. 

On some computer models, when the screen becomes full a message will be displayed 
which says “PRESS ANY KEY TO CONTINUE”. On others, the headings will remain on the 
screen while the transactions will continually be displayed. In any case, pressing “S” will 
pause the display and “C” will allow you to continue. Pressing “E” will END the Review 
Checkbook and return you to the MAIN MENU. 

Troubleshooting Guide - Review Checkbook 

If you encounter difficulties while using Review Checkbook , more than likely you are trying 
to look at transactions for a month in which no transactions at all have been entered. If you 
receive ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 or ERROR 54 on a 
CP/M-based computer, this is the source of your difficulty. There are also other error codes 
which can be caused by trying to look at transactions for a month in which no transactions 
exist. 

You should go to Initialization in the SYSTEM MENU to check which month s CHECKING 
ACCOUNT you are trying to look at. If you see right away that the computer is set for the 
wrong month, change the month in Initialization and return to Review Checkbook in the 
MAIN MENU. 

If the month in SYSTEM MENU Initialization appears to be set correctly and you still think 
you have entered transactions for this month, check the disk you are using for data to be 
sure it is the right one. 
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List Outstanding Checks 


Location: MAIN MENU 

Function: UST OUTSTANDING CHECKS, DEPOSITS, AND BANK ADJUSTMENTS 

Description: This option will let you look at all outstanding checks, deposits, and bank 

adjustments in the current month. Outstanding checks are those which 
have an asterisk (*) to the right of the date on all reports. 

Screen Displays and Operator’s Responses 

1. If you have turned the PRINTOUT on with Set Printer Parameters, the following will be 
displayed: 


ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> WHEN READY 


If you realize that you do not really want to print this report on your printer, you can now 
type END ENTER and you will be returned to the MAIN MENU. 

2. When the report is displayed or printed, it will look like this: 
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Additional Information - List Outstanding Checks 

An outstanding check or outstanding bank adjustment is identified with an asterisk (*) at 
the end of the date. All checks and bank adjustments are automatically considered to be 
outstanding when entered. This outstanding status may be altered with the Outstanding 
ON/OFF option. 

The List Outstanding Checks option only lists outstanding checks in the current month. In 
order to list outstanding checks from a different month, it is necessary to first use the 
Change Active File option. 

Remember, List Outstanding Checks will only show you one month’s outstanding checks. 
If you have checks outstanding in more than one month, you may wish to use List 
Outstanding Checks more than once, each time first using Change Active File to change to 
the desired month. 

Troubleshooting Guide - List Outstanding Checks 

If you encounter difficulties while using List Outstanding Checks , more than likely you are 
trying to list outstanding checks for a month in which no transactions at all have been 
entered. If you receive ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 or 
ERROR 54 on a CP/M-based computer, this is the source of your difficulty. There are also 
other error codes which can be caused by trying to look at transactions for a month in 
which no transactions exist. 

You should go to Initialization in the SYSTEM MENU to check which month’s CHECKING 
ACCOUNT you are trying to look at. If you see right away that the computer is set for the 
wrong month, change the month in Initialization and return to List Outstanding Checks in 
the MAIN MENU. 

If the month in SYSTEM MENU Initialization appears to be set correctly and you still think 
you have entered transactions for this month, check the disk you are using for data to be 
sure it is the right one. 
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List By Account 


Location: MAIN MENU 

Function: CATEGORIZE CHECK REGISTER ENTRIES BY SPECIFIC ACCOUNTS 

Description: This option will let you itemize a group of check register entries 

according to the chart of accounts created during Account Development. 
Entries maybe itemized over any period of time, providing that all entries 
are located on the same data disk. This is useful for income tax purposes. 

Screen Displays and Operator’s Responses 

1. 


Which account do you want itemized (A for all)? A 


2 . 


Starting month (Form MM/YY)? 01/84 


Please remember to enter the starting (and ending) month in this exact format. You must 
enter the slash between the month and the year. If you are entering a month with a single 
digit for a month number (January through September), you should use a 0 before the 
month’s number (as in 01, 02, 03, etc.) 

3 . 


Ending month (Form MM/YY)? 02/84 













YOUR COMPANY INC. PAGE 

50 N. MAIN STREET 
ANYTOWN USA 12345 
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40001 SALES - TRADE (DEPT Total -$26000.00 







2/63 


Press <ENTER> to Continue or @ <ENTER> to return to menu 


If you press ENTER, return to step, 4, where information for another account will be 
displayed. 

If you press Q ENTER, go to step 6. 

6 . 


* ANY KEY FOR MENU * 


Press any key and then return to the MAIN MENU. 

Additional Information - List By Account 

If printed output has been chosen with the Set Printer Parameters option, this program will 
not pause after each account is printed. (Step 5 will not be done.) In addition, no headings 
will be printed for any account which does not have any data. (APPLE USERS NOTE: Your 
version of the program will pause after each account. You may choose to use Account 
Development in order to delete those accounts for which no transactions have been 
entered.) 

If we had been using checking account AO 182 and chose to itemize categories from 01 /82 
through 03/82, List by Account would search, checking accounts AO 182, A0282, and 
A0382. If we had been using BO 182, then BO 182, B0282, and B0382 would have been 
searched. In other words, it is not possible to group items from checking account Axxxx 
with items from account Bxxxx. This can only be done by posting these accounts to the 
general ledger and printing a Trial Balance. 

List by Account can itemize all entries which are on a single disk. If your data files are stored 
on more than one disk, it is not possible to use List by Account to itemize all transactions 
from all your disks. 

For itemization of a single month, enter the same month as both the starting and ending 
month. 

All transaction amounts will be displayed exactly as entered (usually positive numbers, 
unless you intentionally entered a negative transaction as an adjusting entry or as a 
deduction from a payroll check). However, DEPOSITS will be SUBTRACTED from the total 
shown for specific accounts. If this total is POSITIVE, it represents the amount of money 
you have SPENT for this category of expense. If this total is NEGATIVE, it represents the 
amount of money you have RECEIVED from this source of income. 

VERY IMPORTANT: The speed of this option may be tremendously improved by deleting 
infrequently used accounts with the Account Development option. In other words, if there 
are accounts to which you only rarely post transactions, you should delete these accounts. 
When you actually need the account at some point you should then use Account 
Development in order to add the account again. For further information, see the discussion 
below under “TROUBLESHOOTING GUIDE”. 







2/64 

Troubleshooting Guide - List By Account 

If you choose to look at a List By Account on the screen and you often receive a “No Data 
Exists For Account ...” message, you are NOT experiencing any type of “error”. The 
program is working exactly as it should. 

As you know, if you are using both the general ledger and check register portions of the 
program you must set up 2 different charts of accounts. Your check register chart of 
accounts should be entered with Account Development in the MAIN MENU, and your 
general ledger chart of accounts should be entered with Add Account in the GENERAL 
LEDGER SUBMENU. 

If you are using the general ledger portion of VERSALEDGERII, all check register accounts 
must be general ledger accounts, but not all general ledger accounts must be check register 
accounts. This is true because often you may have general ledger accounts to which you 
would never post checks, such as depreciation expense accounts. 

When we set up the sample data supplied with your program, we established the check 
register accounts and the general ledger accounts to be identical. However, since only 
20-25 sample check transactions were entered each month, there are many accounts 
which were not actually used. They were supplied for you in case you want to use our chart 
of accounts with your business. 

Although there are sample accounts numbered from 1 through 606, the first check register 
account to which a check was actually posted with the sample data is account number 115. 
Therefore, if you print a List By Account with the sample data, you will receive a “No Data 
Exists For Account...” message for accounts 1 through 111. The transaction entered for 
account 115 will be the first to be displayed. 

Once you actually start to use VERSALEDGER II, you should use Account Development to 
delete accounts to which you would not normally post checks. By doing so you will 
significantly speed up the List By Account process. 

If you encounter difficulties while using List By A ccount, more than likely you are trying to 
look at transactions for a month in which no transactions at all have been entered. If you 
receive ERROR 5 on the APPLE or ERROR 55 on the MODEL I/III/4 or ERROR 54 or 
ERROR 52 on the MODEL 11/12/16 or ERROR 52 or ERROR 54 on a CP/M-based 
computer, this is the source of your difficulty. 

When you use List By Account, at least one transaction must exist for each month you are 
trying to itemize. If for some reason you do not want to enter any transactions for a given 
month, you should still use SYSTEM MENU Initialization and then run Start Checkbook. 
Then you should enter at least one check, deposit, or bank adjustment, even if it is only for 
$ 0 . 00 . 
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If you do think you have entered at least one transaction for each month between the 
months you are trying to itemize, you should use Change Active File in the MAIN MENU 
( several times, if necessary) and then use Review Checkbook. You should verify that at least 
one transaction does exist for each month you are trying to include in your List By Account. 
If you find that you forgot to enter any transactions in a given month, simply go to the 
SYSTEM MENU and use Initialization in order to change to the month you need to start. 
Then run Start Checkbook. Finally, you should return to the MAIN MENU in order to enter 
at least one transaction, even if it is only for $0.00. Finally, you can return to the SYSTEM 
MENU for Initialization in order to go back to the month you are currently working with 
and you can run List By Account again in the MAIN MENU. 

If it appears that the proper transactions do exist, you should use Account Development in 
the MAIN MENU. Choose option 6 on the Account Development menu in order to be sure 
your check register chart of accounts exists. If it does not exist, use Account Development 
to enter the chart of accounts. 
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Set Today’s Date 


Location: MAIN MENU 

Function: RESET DATE 

Description: This option allows you to set the date that will be used in the headings of 

all reports printed by VERSALEDGER II. 

Screen Displays and Operator’s Responses 


ENTER TODAY’S DATE AND PRESS <ENTER>: 07/23/82 


Type in the date in the format shown and press ENTER. The date will be reset, and you 
will return to the MAIN MENU. 

Additional Information - Set Today’s Date 

Set Today s Date appears on both the MAIN MENU and the GENERAL LEDGER SUBMENU. 
It makes no difference which of these menus you use when setting the date. In either case, 
changing the date will change the date which will appear on all reports anywhere in the 
program. 

Although all dates are shown in reports in MM/DD/YY form with slashes, you do not 
actually have to enter the slashes (/) when you enter a date (although nothing “bad” will 
happen if you do ). The computer will automatically do this for you. Be sure to enter exactly 
6 numbers for the date; otherwise, you will not be able to return to the MAIN MENU. 
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End Program 


Location: MAIN MENU, GL SUBMENU, F/S MENU, AND SYSTEM MENU 

Function: END VERSALEDGER II AND RETURN TO BASIC 

Description: This option is used to stop using VERSALEDGER II. You do not have to 

enter anything into the computer after you choose this option from any of 
the menus. The screen will be cleared and you will be returned to BASIC. 

Additional Information - End Program 

It is extremely important throughout the operation of VERSALEDGER II to avoid hitting the 

BREAK or RESET keys. THE END PROGRAM OPTION IS THE ONLY WAY YOU 
SHOULD EVER EXIT THIS PROGRAM. IF YOU SHOULD ACCIDENTALLY PRESS 
BREAK WHILE RUNNING VERSALEDGER II, YOU SHOULD IMMEDIATELY TYPE 
THE BASIC COMMAND CONT AND PRESS ENTER, WHICH WILL CAUSE THE 
PROGRAM TO RESUME AT THE PROPER POINT. 

NOTE TO PROGRAMMERS: VERSALEDGER II opens several files at the beginning 
of any major program ( major menu ). These files usually remain open throughout 
the operation of that program. The End Program option closes these files. 

If you accidentally choose End Program , you can quickly restart the program by typing 
RUN ENTER. You will be returned to the menu you had been using before you ended the 
program. 
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GENERAL LEDGER SUBMENU 


TRANSACTION REGISTER 
ACCOUNT LISTING 
TRIAL BALANCE 
SET TODAY'S DATE 
MAIN MENU 

F/S & CHECK REG POSTING 
SYSTEM MENU 
END OF PERIOD 
NOT IMPLEMENTED 
END PROGRAM 


INITIALIZATION 
ADD ACCOUNT 
QUERY ACCOUNT 
EDIT ACCOUNT 
DELETE ACCOUNT 
SORT ACCOUNTS 
JOURNAL ENTRY 
MULTIPLE JE 
EDIT TRANSACTION 
SORT TRANSACTIONS 


The General Ledger Submenu 
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Initialization 


Location: GENERAL LEDGER SUBMENU 

Function: SET UP GENERAL LEDGER PARAMETERS 

Description: You need to use this option only if you will be using the general ledger 

portion of the program. Here you can tell the computer which general 
ledger chart of accounts you want to use (if you are keeping the books for 
several different general ledgers) and the disk drive on which you want to 
keep your data. You should run this option every month in order to tell 
the computer that you will be starting a new month. 

Screen Displays and Operator’s Responses 

1 . 


GENERAL LEDGER INITIALIZATION 

* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

GL ACCT FILE NAME 

GLACCT/DAT 

GLACCT/DAT 

GL ACCT FILE DRIVE 

0 

0 

MAX#ACCOUNTS 

300 

300 

GL TRANS FILE NAME 

GL0284 

GL0384 

GL TRANS FILE DRIVE 

1 

1 

BAL SHEET FILENAME 

BALANCE/DAT 

BALANCE/DAT 

INCOME FILENAME 

INCOME/DAT 

INCOME/DAT 

RET EARN # 

330 

330 


(Remember that if you would like to keep what is in the column titled “DEFAULT”, you 
should just press ENTER. In the above example, ENTER was pressed 7 times. Only the 
GL TRANS FILE NAME was changed, as you would do each month before running Start GL 
Trans File in the SYSTEM MENU) 

Additional Information - General Ledger Submenu Initialization 

IMPORTANT. Any change you make by running this option will take effect only after 
rebooting your computer or after leaving and returning to the GENERAL LEDGER 
SUBMENU. 

Remember that, as always, responding END at any time will return you directly to the 
GENERAL LEDGER SUBMENU. 

This option is needed only if you are using the general ledger portion of VERSALEDGERII. 
There are 3 situations when you will use this option: 

1. When you start a new month you need to use this option in order to change your 
GL TRANS FILE NAME. This will tell the computer that you are going to be 
starting a new month. Then you should run Start GL Transaction File on the 
SYSTEM MENU. 
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2. You may wish to use VERSALEDGERII with more than one general ledger chart of 
accounts, such as if you wish to operate a client write-up service. If your disk 
drives have enough room for more than one chart of accounts, you can use this 
option to switch between your different general ledgers. 

Please keep in mind that most 5 l A" computers do NOT have enough room to keep 
more than 300 accounts on the program disk. For example, if you wish to keep 2 
charts of accounts on your program disk for 2 different clients, each client may 
only have 150 accounts. 

We strongly urge you to keep different clients’accounts on completely different 
program and data disks. We have found that this will simplify the program’s 
operation tremendously. In addition, in the event that one of your data disks is 
damaged, you will lose only one client’s data. 

We suggest that you keep 2 charts of accounts on the same disk only if you own a 
hard disk drive or 8" floppy disk drives. If you own 5 1 A” disk drives, it is more 
advisable to simply use separate program and data disk(s) for each general 
ledger. 

3. It is possible to print two “user-defined” reports — a BALANCE sheet and an 
INCOME STATEMENT. When we say these reports are “user-defined” we mean 
that you can tell the computer exactly what you want the report to look like. You 
can tell the computer what you want the reports to look like by using Format 
Reports in the SYSTEM MENU. You can print these reports exactly as you 
designed them by selecting Balance Sheet or Income Statement from the F/S & 
CHECK REG POSTING MENU. 

If you have enough room on your disk drives for more than 2 disk drives ( or if you 
start your format file with very few “records” — see Format Reports in the 
SYSTEM MENU section of this manual), it is possible to create more than two 
user-defined reports. In other words, you may wish to print an income statement 
for each of your departments. Or you might want to create a STATEMENT OF 
CHANGES IN FINANCIAL CONDITION. (You could format this type of report by 
treating it as a special form of a balance sheet. The heading at the top of the page 
would still say “BALANCE SHEET”, but other than that you could set up the report 
to print those accounts which would be appropriate on this report.) 

If you have formatted more than one balance sheet or income statement, each 
report will have its own “BAL SHEET FILENAME” or “INCOME FILENAME ”. 
Before running Balance Sheet or Income Statement in the F/S MENU, you would 
run Initialization in the GENERAL LEDGER SUBMENU in order to tell the 
computer which balance sheet or income statement you would like to print. 

GL ACCTFILE NAME If you will be keeping records for more than one general ledger on 
the same disk, you should run Initialization and change your GL ACCT FILE NAME 
whenever you want to switch between different general ledgers. You will need a different 
name for each general ledger you are storing. You must start this name with a letter. The 
name can be up to 8 characters long, plus “.DAT” for CP/M-based computers or “/DAT’ for 
any other computer. 
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If you are keeping more than one general ledger on the same disk, you need to use different 
names for your general ledger transaction file, which will store your journal entries. See 
“GL TRANS FILE NAME” below for more information. 


If you are keeping information for only one general ledger on one disk, keep the GLACCT 
FILE NAME as it was when you originally received your disks. On CP/M-based computers, 
it is called “GLACCT.DAT”. On all other computers it is called “GLACCT/DAT”. There is no 
need to change this name if you are only storing information for one general ledger chart of 
accounts per disk. 

GL ACCTFILE DRIVE - The number or letter you enter here will tell the computer where 
you want to keep your general ledger chart of accounts. If you are using hard disk drive, 
enter the drive number or letter of your hard disk drive. If you are using floppy disk drives, 
you should keep the drive which was originally set up when you received your disks. Refer 
to the following chart: 


COMPUTER 


GL ACCT FILE DRIVE 


TRS-80 MODEL I 
TRS-80 MODEL 11/12/16 
TRS-80 MODEL III/4 
OSBORNE 
IBM PC 

ALL CP/M BASED COMPUTERS 
APPLE 


1 

0 

0 

A 

A (C FOR IBM XT) 
A 
2 


MAX * ACCOUNTS - You should enter a number slightly higher than the most general ledger 
accounts you think you will need. You will always be able to change this number by running 
START GL ACCOUNT FILE in the SYSTEM MENU. Changing your MAX * ACCOUNTS will 
NOT destroy any accounts you may already have entered. The highest MAX # ACCOUNTS 
you can enter will vary from 300 (MODEL III) to 1,000 (CP/M and IBM machines with 
60,000 bytes free after BASIC). 

It is to your advantage to enter a MAX * ACCOUNTS which is as low as possible. The lower 
this number, the faster your reports will print. 

GL TRANS FILE NAME - The name you enter here will tell the computer the month for 
which you will be entering journal entries or printing a Transaction Register. You should 
enter the letters “GL”, followed by the 2-digit month and 2-digit year in which you are 
entering transactions. For example, “GL0284” would contain your journal entries for 
February, 1984. 

If you are storing more than one general ledger chart of accounts on one disk (see GLACCT 
FILE NAME above), you should use a different 2-letter code for each general ledger’s 
transactions. In other words, you might use “AB0284” instead of “GL0284”. 

If you are keeping track of more than one general ledger on the same disk, you should 
change your GL TRANS FILE NAME whenever you change your GL ACCT FILE NAME. 

Whether you are keeping track of only one general ledger or more than one, you should 
change your GL TRANS FILE NAME each month in order to tell the computer that a new 
month has begun. 
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GL TRANS FILE DRIVE The number or letter you enter here will tell the computer where 
you want to keep your general ledger transactions (journal entries). If you are using hard 
disk drive, enter the drive number or letter of your hard disk drive. If you are using floppy 
disk drives, you should keep the drive which was originally set up when you received your 
disks. Refer to the following chart: 

COMPUTER GL TRANS FILE DRIVE 


TRS 80 MODEL I 
TRS 80 MODEL H/12/16 

TRS 80 MODEL III/4 
IBM PC 
OSBORNE 

ALL CP/M BASED COMPUTERS 
APPLE 


1 

0 (1 DRIVE OWNERS) OR 

1 (2 DRIVE OWNERS) 

1 

B (C FOR IBM XT) 

B 

A (1 DRIVE OWNERS) OR 
B (2 DRIVE OWNERS) 

2 


BAL SHEET FILENAME - The name you enter here will tell the computer which customized 
“format” you wish to use the next time you print a balance sheet. If you only have one 
format file (one type of balance sheet), you should keep the BAL SHEET FILENAME which 
was set up when you received your disks (BALANCE.DAT for CP/M-based computers or 
BALANCE/DAT for all others). 

You should change your BAL SHEET FILENAME if you want to print departmentalized 
balance sheets. It is possible, for instance, to maintain 3 balance sheet format files: 
BALI/DAT for department 1; BAL2/DAT for department 2; and BAL3/DAT for the total of 
both departments. After the format files have been properly created, changing the BAL 
SHEET FILENAME before running the Balance Sheet option from GL SUBMENU would 
print the appropriate balance sheet. 

INCOME FILENAME - This is identical to the BAL SHEET FILENAME (see above), except 
that this name is used for your income statement. 

RET EARN ACCT * - Each month when you run End of Period, the computer will set the 
CURRENT BALANCE of each of your INCOME and EXPENSE accounts to 0. How do your 
books remain in balance? 


After these accounts have been set to 0, the computer will automatically transfer these 
balances (which represent CURRENT EARNINGS) to an account known as BEGINNING 
RETAINED EARNINGS. However, you must tell the computer which account you want 
used as this BEGINNING RETAINED EARNINGS account. This is why you must enter a RET 
EARN ACCT * 

Remember that you must use Add Account in order to enter your BEGINNING RETAINED 
EARNINGS account into the computer, just like any other account. Also, when you enter 
your BEGINNING RETAINED EARNINGS account, keep in mind that it should be entered 
as a “B” account — a BALANCE SHEET account. 
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Add Account 


Location: GENERAL LEDGER SUBMENU 

Function: ADD TO THE GENERAL LEDGER CHART OF ACCOUNTS 

Description: This option will let you add an account to your general ledger chart of 

accounts. You will enter an account’s account number, account descrip¬ 
tion, current balance, previous month YTD balance, and type of account 
(income/expense/balance sheet). 

Screen Displays and Operator’s Responses 

1 . 



ADD NEW ACCOUNT 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

ACCOUNT NUMBER 


:102030 

DESCRIPTION 


: CASH - OPERATING 

CURRENT BALANCE 


: 1000.50 

PREVIOUS MONTH YTD 


: 678.34 

TYPE (1 E OR B) 


: B 


2. Return to the GENERAL LEDGER SUBMENU. 

Additional Information - Add Account 

ACCOUNT NUMBER - You should enter a number (integer) between 1 and 999999. In 
other words, you can use account numbers up to 6 digits long, but you can use ONLY 
numbers, not letters or hyphens. 

DESCRIPTION - You should enter the title of the account which you are entering. A 
maximum of 25 characters is permitted, but on some reports only the first 20 characters 
will be printed. 

CURRENT BALANCE - For balance sheet accounts, this represents the actual balance at the 
present time. For your RETAINED EARNINGS account, this should be the balance as of the 
first day of the month. (You should always start to use the programs as of the first day of a 
month.) This number must be between -9,999,99999 and 99,999,999 99. NEVER 
ENTER DOLLAR SIGNS OR COMMAS! 

For income and expense accounts enter zero, since at the beginning of a month you will 
have received or spent $0.00 during that month. 

Remember that the computer does not know which accounts should have a debit balance 
and which should have credit balances. When you enter a balance, you should enter a 
DEBIT as a POSITIVE number and a CREDIT as a NEGATIVE number (i.e., -56.45). 
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PREVIOUS MONTH YTD - For balance sheet accounts, this represents the balances as of the 
last clay of the previous month. For your RETAINED EARNINGS accounts, this is always your 
balance as of the first day of your fiscal year. For income and expense accounts, this 
represents the YTD balance as of the last day of the previous month. This value must be 
between -9,999,999 99 and 99,999,999.99. 

TYPE - You should enter B for BALANCE SHEET, I for INCOME, or E for EXPENSE. (Note 
that assets, liabilities, and capital are all grouped under the heading “BALANCE SHEET” ) 

A HELPFUL HINT: When you enter your income and expense accounts, under 
certain circumstances you may wish to enter an income account as an expense 
account or vice versa. (NO, that was not a typograpical error! Read on for an 
explanation.) 

The reason you must distinguish income accounts from expense accounts is that 
when you print your income statement, the ratios (percentages) will be based 
upon TOTAL INCOME ( or what the computer thinks is total income ) as 100%. In 
other words, the computer will add up the balances for all “I” accounts and treat 
this as 100%. 

If you do not wish to have your income ratios to be based upon TOTAL INCOME 
as 100%, you should enter as INCOME accounts only those which you would like 
to be included as part of the denominator {the number to be divided by) when 
these ratios are calculated. In other words, if you would like your income 
statement to be based upon NET INCOME instead of TOTAL INCOME, you 
should enter ALL INCOME AND EXPENSE ACCOUNTS as “I” accounts. 

Since both income and expense accounts are closed out when End of Period is 
run, entering an expense account as an income account (or vice versa) will have 
no effect upon your retained earnings account being properly updated. The 
computer will be able to distinguish debit balances from credit balances because 
credit balances should always be entered as negative numbers (with the ” 
sign). 
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Query Account 


Location: GENERAL LEDGER SUBMENU 

Function: QUERY A GENERAL LEDGER ACCOUNT 

Description: This option will let you look at an account on your screen. You will see 

the account number, account description, current balance, previous 
month YTD balance, and type (income/expense/balance sheet). 

Screen Displays and Operator’s Responses 

1 . 


QUERY ACCOUNT 

WHICH ACCOUNT DO YOU WISH TO QUERY (0 IF NONE)? 102030 


(Entering 0 will return you to the GENERAL LEDGER SUBMENU.) 

2 . 


ACCOUNT NUMBER 

:102030 

DESCRIPTION 

:CASH IN BANK 

CURRENT BALANCE 

: $ 9,333.33 

PREVIOUS MONTH YTD 

; $ 10,444.33 

TYPE (1 E B) 

: B 

* PRESS ANY KEY TO CONTINUE * 


3. Return to the GENERAL LEDGER SUBMENU. 


Additional Information - Query Account 

For information about what the information displayed for an account means, see the 
section in this manual for Add Account. 
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Edit Account 

Location: GENERAL LEDGER SUBMENU 

Function: CHANGE A SPECIFIC GENERAL LEDGER ACCOUNT 

Description: This option allows you to change any information about a general ledger 

account entered with Add Account. -Specifically, you can change any 
account’s description, current balance, previous month YTD balance, or 
type of account (income/expense/balance sheet). 

Screen Displays and Operator’s Responses 

1 . 


EDIT ACCOUNT 

WHICH ACCOUNT DO YOU WISH TO CHANGE (0 IF NONE)? 102030 


2 . 



ACCOUNT 102030 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

DESCRIPTION 

: CASH - OPERATING 

: CASH ON HAND 

CURRENT BALANCE 

: 1000.50 

: 1000.50 

PREVIOUS MONTH YTD 

: 678.34 

: 678.34 

TYPE (1 E OR B) 

: B 

: B 


3. Note that only the description has been changed in this example. All other information 
has been kept by pressing ENTER. When finished, you will return to the GENERAL 
LEDGER SUBMENU. 

Additional Information - Edit Account 

The account number may not be changed with this option. In order to change an account 
number, it is necessary to delete the account (with the Delete Account option) and 
re-enter it with a different number through the Add Account option. You would then have 
to use Edit Transaction in the GL SUBMENU in order to change each transaction’s account. 

WARNING - VERSALEDGERII will automatically update your account balances whenever 
you enter or edit a journal entry with Journal Entry, Multiple JE, or Edit Transaction. As 
long as you do not change your account balances with Edit Account, your Trial Balance 
reports will be correct. However, if you incorrectly use Edit Account, you can wind up with 
a Trial Balance listing “incorrect” balances. 
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You may ask, “Why would I ever want to edit an account balance if my reports would be 
incorrect?” For one thing, you might make a mistake when you enter your account balances 
for the first time with Add Account. 

Perhaps most importantly, however, allowing you to change your account balances will let 
you produce quick reports if you already know your account balances. Just use Edit 
Account in order to enter the account balances you wish to use. Then you can print a 
Summary Trial Balance or a Detailed Account Listing right away without entering any 
journal entries. As long as you have already designed your income statement and balance 
sheet with Format Reports in the SYSTEM MENU, you will also be able to print financial 
statements right away. 

Allowing you to change your account balances will also let you play “What If?” with your 
reports. By changing the balances in various accounts with Edit Account, you can 
immediately see the effect this would have on your Trial Balance, Detailed Account Listing, 
Balance Sheet, or Income Statement. 
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Delete Account 

Location: GENERAL LEDGER SUBMENU 

Function: DELETE A GENERAL LEDGER ACCOUNT 

Description: This option removes an account from VERSALEDGER II. The account’s 

associated transactions, however, are not removed. 

Screen Displays and Operator’s Responses 

1 . 

DELETE ACCOUNT 

WHICH ACCOUNT DO YOU WISH TO DELETE (0 IF NONE)? 102030 

{ 


2 . 



ACCOUNT 102030 

DESCRIPTION 

: CASH - OPERATING 

CURRENT BALANCE 

: $ 1,000,50 

PREVIOUS MONTH YTD 

: $ 678.34 

TYPE (1 E OR B) 

: B 

ARE YOU SURE YOU WANT TO DELETE 102030? Y 


3. Return to the GENERAL LEDGER SUBMENU. 

Additional Information - Delete Account 

This option will completely remove a general ledger account; however, the accounts will 
not be removed. Therefore it is very important to only remove accounts for which no 
entries have been made, or two accounts which, when removed together, will keep your 
company’s financial reports in balance. 

For example, if you had one account with a $100.00 balance (a DEBIT balance) and 
another account with a $100.00 (a CREDIT balance), removing both of these accounts 
would keep your system in balance. Of course, it is not suggested that you actually delete 
accounts with balances. However, as with the explanation given under Edit Account , 
situations do arise when you might want to delete an account which has a balance. A 
perfect example would be if you were first starting up your general ledger system and 
copied information for a client’s chart of accounts from the wrong piece of paper. 
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Sort Accounts 


Location: GENERAL LEDGER SUBMENU 

Function: RESORT DAMAGED GENERAL LEDGER ACCOUNTS 

Description: Normally VERSALEDGERII will print your accounts in account number 

order, regardless of the order in which they are entered. Occasionally 
your disk may become damaged or for some other uncontrollable reason 
(such as a power failure) your accounts may be listed out of order, or 
some accounts may appear not to exist at all. In such a situation, choosing 
Sort Accounts will correct your situation. 

Screen Displays and Operator’s Responses 

You will not have to enter any information into the computer as part of Sort Accounts. The 

screen will look like this: 


ONE MOMENT PLEASE .... 
LOOKING AT ACCOUNT XX OF XX 


WRITING INDEX TO DISK 


3 . 


ANY KEY TO CONTINUE 


Additional Information - Sort Accounts 

Remember, ordinarily you will not need to use this option. You should choose Sort 
Accounts only if you begin to print a report and the accounts are not in order or if you 
attempt to look at an account (Query Account ) and the account seems to have 
mysteriously disappeared (due to a power failure, faulty disk, etc.) 

How does the computer normally keep your accounts in order? An INDEX of your accounts 
is always stored on disk. This index needs to be updated whenever you ADD or DELETE an 
account. Therefore, Sort Accounts DOES actually need to be run whenever you add or 
delete accounts, but the computer normally will automatically take care of this for you. 
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If you choose to exit the GENERAL LEDGER SUBMENU after adding or deleting accounts, 
or if the computer senses that you need to sort your accounts (such as just as you have 
updated to the new 6-digit accounts or just after you have run Start GL Account File to 
change your maximum number of accounts), a message such as this will be displayed: 

ONE MOMENT PLEASE .. 

SINCE YOU HAVE JUST ADDED OR DELETED ACCOUNTS, I MUST UPDATE 
MY RECORDS ... 


ONE MOMENT PLEASE ... 

IT APPEARS THAT YOU HAVE JUST UPDATED TO THE NEW 6-DIGIT 
ACCOUNT VERSION OF VERSALEDGER II OR THAT YOU HAVE JUST 
STARTED A NEW ACCOUNT FILE. LET ME UPDATE MY RECORDS... 

Remember, if you need to use Sort Accounts at all, you will need to use it very rarely. 
Normally the computer will take care of sorting your accounts for you. In the event that 
your accounts seem to be “mixed up” or “corrupted,” try running the Sort Accounts option 
in order to resolve the problem. 
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Journal Entry 


Location: GENERAL LEDGER SUBMENU 

Function: ENTER ONE SIDE OF A JOURNAL ENTRY INTO TRANSACTION 

REGISTER 

Description: This option will let you enter one side of a journal entry. That is to say an 

entry made with this option will consist of one debit or credit to one 
account. The other side of the transaction will be considered to be 
another, independent journal entry. Please use this option only in 
emergencies'. 

Screen Displays and Operator’s Responses 

1 . 



ENTER JOURNAL ENTRY 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

TRANSACTION # 

JE1 

JE1 

DATE 

04/04/82 

04/04/82 

DESCRIPTION 


FURN.-DEPREC. 

ACCOUNT CHARGED 


546 

COMMENT 


INV# 10233 

AMOUNT 


233.45 

<E> IF ERROR, ANY OTHER KEY IF CORRECT 


If you need to make a correction, press E; otherwise press any key and return to step 1 to 
enter another journal entry. Then, if you’re done, respond END ENTER when asked for 
the TRANSACTION * and you will be returned to the GENERAL LEDGER SUBMENU. 

Additional Information - Journal Entry 

WHY WOULD I WANT TO ENTER ONLY ONE SIDE OF A JOURNAL ENTRY? - We are often 
asked why this option was included in the program. After all, isn’t the whole purpose of a 
computerized general ledger to be sure that a person’s book remains in balance? Although 
the usefulness of this option may not now be apparent, at some point you definitely will be 
thankful that this option does exist. 


Let’s say you have been using VERSALEDGERII for a few days and you just realized that the 
starting balance you entered for one of your accounts is incorrect. One way to solve this 
problem would be to simply use Edit Account in order to correct the account’s balance. 
But since you probably would have printed several reports already, you might get confused 
as to how the account’s balance changed. The solution? Enter an unbalanced journal entry 
to place everything back into balance. 
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Let’s examine another situation. Suppose you had just entered a large number of journal 
entries without (perish the thought!) making a backup. To make matters worse, suppose a 
power failure occurred and only part of your journal entry files were damaged. If it was not 
possible to enter only one portion of a journal entry, you would be “stuck” in the sense that 
a lot of your information would be stored on disk, but it would not be possible to place your 
books back into balance without going to your backup disk from the previous day and 
re-entering the entire day’s work. But since you really can enter a 1 -sided journal entry, you 
would only havce to re-enter the journal entries which actually were destroyed. 

Please don’t gather from this description that you should rountinely enter one-sided 
journal entries. This option should be used only in emergencies, only in emergencies, only 
in emergencies, only in emergencies. You should make it a habit to always use the Multiple 
JE option. Someday something will happen and you will realize that there is a definite use 
for the single-sided Journal Entry option. 

TRANSACTION*- The transaction will automatically appear in the “DEFAULT” column and 
in most cases you should simply press ENTER to keep this TRANSACTION # . The 
TRANSACTION * will start with “JE” and will be followed by a number which will increase 
by 1 every time you enter a journal entry number. If for some reason you would like to have 
the program automatically number your journal entries starting with a different number 
than the DEFAULT, you should run Start GL Trans File in the SYSTEM MENU in order to 
change the NEXT JE * 

The TRANSACTION * will be used in 2 ways. First, it will appear on your Transaction 
Register and Detailed Trial Balance to help you with your audit trail. Second, if you make a 
mistake and need to change the journal entry you will be asked for the TRANSACTION * 
when you use Edit Transaction. 

DA TE - You should enter the date you want to be associated with the journal entry. If this is 
the first journal entry of the day, the DEFAULT will be the date you last entered with Set 
Today's Date; otherwise the default date will be the date you used with your last journal 
entry. 

The date is shown on all reports as MM/DD/YY (such as 08/28/84). However, you do not 
need to enter the slashes (/’s). You need to simply enter exactly 6 numbers. 

DESCRIPTION - You can enter up to 18 characters here to describe the journal entry. 

ACCOUNT CHARGED - Enter the general ledger account to which you want to post the 
entry. You must enter an account which has already been entered with Add Account. 

COMMENT - You can enter up to 36 characters to describe this journal entry in case the 18 
characters in the DESCRIPTION were not enough. 

AMOUNT - You should enter the amount you wish to post to the account. You should enter 
a number between -9,999,999-99 and 99,999,999-99- DO NOT ENTER COMMAS OR 
DOLLAR SIGNS. 
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Please remember that the computer does not know which accounts should he credited or 
debited. When you enter a journal entry, you should enter a negative number (such as 
100.55” ) for a credit and a positive number for a debit. When balances are shown to you, 
such as during Query Account or Detailed Account Listing , the same rule applies. A 
negative number is a credit balance, and a positive number is a debit balance. 

REMEMBER: When you are finished entering journal entries, respond END to any question 
other than the DATE. 

Troubleshooting Guide - Journal Entry 

If you receive an error when you try to use the Journal Entry option, chances are that you 
have not started this month’s journal entry file with Start GL Trans Hie in the SYSTEM 
MENU. 
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Multiple JE 


Location: GENERAL LEDGER SUBMENU 

Function: ENTER A BALANCED JOURNAL ENTRY 

Description: This option will let you enter all portions of a journal entry with the same 

JE # . The program will automatically check to be sure the complete entry 
balances to zero. You should normally use this option to make your 
journal entries, NOT the single-sided Journal Entry option. 


Screen Displays and Operator’s Responses 
1 . 



MULTIPLE JE ENTRY 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

TRANSACTION # 

JE1 

: JE1 

DATE 

04/04/82 

: 04/04/82 

DESCRIPTION 


: FURN. - DEPREC. 

ACCOUNT CHARGED 


: 546 

COMMENT 


: INV# 10233 

AMOUNT 


233.45 


Here we entered the first part of the journal entry — a debit to our depreciation expense 


account. 




2. 

* FIELD * 


* DEFAULT * 

* YOUR ENTRY 

ACCOUNT CHARGED 

: 546 


: END 


ENTRY IS UNBALANCED - TRANSACTIONS TOTAL 233.45 
PRESS <ENTER> TO CONTINUE 


Here we tried to exit the Multiple JE option and return to the GENERAL LEDGER 
SUBMENU. The computer stopped us and said “ENTRY IS UNBALANCED...” because we 
have not yet entered enough credits to match the debit we entered. 


3 . 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

ACCOUNT CHARGED 

: 546 

: 101 

COMMENT 

: INV# 10233 

: INV# 10233 

AMOUNT 

: 233.45 

: -233.45 


Here we entered a credit to our accumulated depreciation amount. 
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4. 


* FIELD * 


* DEFAULT * 

* YOUR ENTRY * 

ACCOUNT CHARGED 

: 101 


: END 


Now that all parts of the journal entry balance, the computer will let us return to the 
GENERAL LEDGER SUBMENU after typing END ENTER. 

5. Return to the GENERAL LEDGER SUBMENU. 

Additional Information - Multiple JE 

TRANSACTION * - The transaction number will automatically appear in the “DEFAULT” 
column and in most cases you should simply press ENTER to keep this TRANSACTION # . 
The TRANSACTION # will start with “JE” and will be followed by a number which will 
increase by 1 every time you enter a complete journal entry. If for some reason you would 
like to have the program automatically number your journal entries starting with a different 
number than the DEFAULT, you should run Start GL Trans File in the SYSTEM MENU in 
order to change the NEXT JE # . 

The TRANSACTION * will be used in 2 ways. First, it will appear on your Transaction 
Register and Detailed Trial Balance to help you with your audit trail. Second, if you make a 
mistake and need to change the journal entry you will be asked for the TRANSACTION # 
when you use Edit Transaction. 

DA TE - You should enter the date you want to be associated with the journal entry. If this is 
the first journal entry of the day, the DEFAULT will be the date you last entered with Set 
Today's Date; otherwise the default date will be the date you used with your last journal 
entry. 

The date is shown on all reports as MM/DD AT (such as 08/23/84 ). However, you do not 
need to enter the slashes (/’s). You need to simply enter exactly 6 numbers. 

DESCRIPTION - You can enter up to 18 characters here to describe the complete journal 
entry, including all debits and credits. You will later be able to enter specific information 
about individual parts of the journal entry by entering a COMMENT. 

ACCOUNT CHARGED - Enter the general ledger account to which you want to post the 
entry. You must enter an account which has already been entered with Add Account. 

COMMENT- You can enter up to 36 characters to describe this portion of the journal entry. 
You can enter an ACCOUNT CHARGED, COMMENT, and AMOUNT for every portion 
(every DEBIT and CREDIT) which is part of the journal entry. 

AMOUNT - You should enter the amount which you wish to post to the account. You should 
enter a number between -9,999,999 99 and 99,999,999 99. DO NOT ENTER COMMAS OR 
DOLLAR SIGNS. 
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Please remember that the computer does not know which accounts should be credited or 
debited. When you enter a journal entry, you should enter a negative number (such as 
100.55” ) for a credit and a positive number for a debit. When balances are shown to you, 
such as during Query Account or Detailed Account Listing , the same rule applies. A 
negative number is a credit balance, and a positive number is a debit balance. 

REMEMBER: When you are finished entering all portions of the journal entry and all 
amounts total $0.00, respond END to any question other than the DATE and you will be 
returned to the GENERAL LEDGER SUBMENU. 

Troubleshooting Guide - Multiple JE 

If you receive an error when you try to use the MultipleJE option, chances are that you have 
not started this month’s journal entry file with Start GL Trans File in the SYSTEM MENU. 
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Edit Transaction 


Location: GENERAL LEDGER SUBMENU 

Function: EDIT AN ENTRY MADE WITH THE JOURNAL ENTRY OR MUL TIPLE JE 

OPTIONS 

Description: This option will let you change any part of a journal entry. In the case of a 

journal entered with the Multiple JE option, any or all portion(s) of the 
journal entry may be changed. 

Screen Displays and Operator’s Responses 

1 . 


EDIT JOURNAL ENTRY/POSTING TRANSACTION 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY 

TRANSACTION # 

JE1 

JE1 

DATE 

04/04/82 

04/04/82 

DESCRIPTION 

FURN. - DEPREC. 

FURN. - DEPREC. 

ACCOUNT CHARGED 

546 

547 

COMMENT 

INV# 10233 

INV# 10233 

AMOUNT 

233.45 

233.45 


<E> IF ERROR, ANY OTHER KEY IF CORRECT 


At this point the computer will show you any remaining portions of the journal entry if you 
entered the journal entry with the Multiple JE option. You will be able to change any 
part(s) of the journal entry by pressing E. Pressing any other key will return you to the 
GENERAL LEDGER SUBMENU. 

Additional Information - Edit Transaction 

It is not standard accounting practices to change transactions once they have been entered. 
If you make a mistake you “really” should enter a journal entry to correct the error. This will 
keep your audit trail intact. 

We have included the Edit Transaction option in VERSALEDGERII in case you do want to 
correct an entry. There are situations in which this might be acceptable, such as if you 
merely wanted to correct a spelling error on a COMMENT or if you can catch an error in a 
journal entry amount right after you enter the journal entry and before any reports have 
been printed. 

Editing the amount of a transaction will automatically update the appropriate account’s 
balance. Editing the account to which a transaction is to be posted will automatically 
update the balances of both the old and new accounts. You must make sure, however, that 
you change transaction amounts in a manner which will keep your financial reports in 
balance. No check is made to be sure this is done. In other words, changing one amount in a 
double-sided journal entry will throw your books out of balance. 
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You may wish to change a transaction which was automatically posted from your check 
register to your general ledger by using the Post Check Register option on the F/S MENU. 
These transactions are called “CR 1 ”, “CR 2”, etc. Note that there are spaces before the 
number. You must add enough spaces to the TRANSACTION # so that it is exactly 6 
characters long and so that the last characters) is the actual number. 
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Sort Transactions 


Location: MAIN MENU, GL SUBMENU, AND FINANCIAL REPORTING MENU 

Function: SORT A FILE OF CHECK REGISTER ENTRIES OR JOURNAL ENTRIES 

Description: Your Transaction Register will display your journal entries in the order in 

which you entered them. If you would like to display the transaction in a 
different order, you should first use this option, which will sort check 
register entries or journal entries in 5 different ways: DATE, PAYABLE 
TO/DESCRIPTION, COMMENT, REFERENCE # /JE # , ACCOUNT *. 

(APPLE USERS NOTE: The screen displays will be slightly different on 
your version of the program. It is only possible to sort transactions by 
check number or journal entry number .) 

Screen Displays and Operator’s Responses 

1. 


1. CHECK REGISTER TRANSACTIONS (A0282) 

2. GENERAL LEDGER TRANSACTIONS (GL0282) 

3. OTHER FILE 

4. NONE (RETURN TO MAIN MENU) 

WHICH FILE WOULD YOU LIKE SORTED? 


If you selected 1 or 2, proceed to step 3. If you selected 3, proceed to step 2. If you selected 
step 4, return to the MAIN MENU. 

2 . 


WHICH FILE WOULD YOU LIKE SORTED? A0282 


3. 


1. DATE 

2. PAYABLE TO / DESCRIPTION 

3. COMMENT 

4. REFERENCE#/JE# 

5. ACCOUNT# 

BY WHICH FIELD DO YOU WISH TO SORT? 


(Enter the number of your selection and press ENTER.) 
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4. 


LOADING ARRAY 
RECORD XX OF XX 
ALPHABETIZING ARRAY 
SORTING, RECORD = XX 
FILE XXXX HAS BEEN SORTED 
NOW LOADING MAIN MENU 


5. Return to the MAIN MENU. 

Additional Information - Sort File 

You will probably want to list your checks in check number order. Occassionally you may 
enter a check out of order, such as when you issue a handwritten check. If you then sort 
your check register file by REFERENCE NUMBER, everything will be back in order. 

Journal entries will automatically be assigned numbers when they are entered, such as JE1, 
JE2, etc. You will probably want to list your journal entries in date order, which will 
normally also be the order in which you enter journal entries. If you forget to enter a journal 
entry which should have been made a few days ago, you may wish to sort by DATE after 
entering the old journal entry. Then your Transaction Register will be printed in 
chronological (date) order. 






2/91 

Transaction Register 

Location: GENERAL LEDGER SUBMENU 

Function: PRINT ALL TRANSACTIONS IN THE CURRENT MONTH 

Description: This option prints a list of all transactions (journal entries ) entered in the 

current month. Information printed includes the transaction # , date, 
description, account charged, comment, and amount of transaction. 

Screen Displays and Operator’s Responses 

1 . 

TRANSACTION REGISTER 

ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> WHEN READY 


( NOTE: Responding END at this point will return you to the GENERAL LEDGER SUBMENU 
without printing a Transaction register.) 
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YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 


PAGE 1 


TRANSACTION REGISTER 
01/31/84 


REF 

# 

DATE 

DESCRIPTION 

ACCT 

COMMENT 

DEBIT 

CREDIT 

==== 

==== 

========== 

===================== 

:_ = =-= 

—===== 

! ====== ; 

============== 

=========== 

CR 

1 

01/31/84 

FURNITURE & FIXTUR 

11500 

CHECK 

REG 

1,200.00 


CR 

2 

01/31/84 

SALES - TRADE (DEP 

40001 

CHECK 

REG 


-12,000.00 

CR 

3 

01/31/84 

SALES - TRADE (DEP 

40002 

CHECK 

REG 


-36.45 

CR 

4 

01/31/84 

PURCHASES (DEPT 1) 

45001 

CHECK 

REG 

6,200.00 


CR 

5 

01/31/84 

PURCHASES (DEPT 2) 

45002 

CHECK 

REG 

842.30 


CR 

6 

01/31/84 

SUPPLIES 

46500 

CHECK 

REG 

267.76 


CR 

7 

01/31/84 

FREIGHT & TRUCKING 

47500 

CHECK 

REG 

480.00 


CR 

8 

01/31/84 

RENT 

51000 

CHECK 

REG 

1,500.00 


CR 

9 

01/31/84 

EQUIPMENT RENT 

51500 

CHECK 

REG 

1,230.00 


CR 

10 

01/31/84 

AUTO & TRAVEL 

52500 

CHECK 

REG 

1,140.41 


CR 

1 1 

01/31/84 

INSURANCE 

53500 

CHECK 

REG 

1,496.50 


CR 

12 

01/31/84 

ADVERTISING 

54000 

CHECK 

REG 

675.00 


CR 

13 

01/31/84 

LICENSES & PERMITS 

55500 

CHECK 

REG 

120.00 


CR 

14 

01/31/84 

DUES & SUBSCRIPT10 

56000 

CHECK 

REG 

24.00 


CR 

15 

01/31/84 

BANK TRUSTEE FEES 

58500 

CHECK 

REG 

245.00 


CR 

16 

01/31/84 

MISCELLANEOUS EXP. 

59900 

CHECK 

REG 

59.23 


CR 

17 

01/31/84 

OTHER EXPENSE 

60600 

CHECK 

REG 

132.43 


CR 

18 

01/31/84 

CASH 

100 

CHECK 

REG 


-3,576.18 

JE 

1 

01/31/84 

DEPRECIATION - 01/ 

59000 

BLDG DEPR 

800.00 






11000 

BLDG DEPR 


-250.00 





11500 

F & F 

DEPR 


-300.00 





12000 

E & M 

DEPR 


-150.00 





12500 

VEHICLES D 


-100.00 

JE 

2 

01/31/84 

ACCOUNTS RECEIVABL 

2000 

SALES 

- 01 

45,275.00 


JE 

3 

01/31/84 

SALES - 01/84 

40001 

SALES 

- 01 


-45,000.00 

JE 

4 

01/31/84 

SALES - 01/84 

40002 

SALES 

- 01 


-275.00 

JE 

5 

01/31/84 

INVENTORY PURCHASE 

45001 

PURCHASE - 

3,000.00 






45002 

PURCHASE - 

500.00 






21000 

PURCHASE - 


-3,500.00 

JE 

6 

01/31/84 

CGS - 01/84 

45001 

CGS - 

01/8 

12,000.00 






45002 

CGS - 

01/8 

500.00 






5000 

CGS - 

01/8 


-12,500.00 

JE 

7 

01/31/84 

ACCRUED INTEREST 

1500 

ACCRUED IN 

100.00 






60000 

ACCRUED IN 


-100.00 

TOTALS 






============= 

========== 








77,787.63 

-77,787.63 

OUT 

OF 

BALANCE: 






0. 00 


* * * END OF TRANSACTION REGISTER * * * 


2. After printing, you will return to the GENERAL LEDGER SUBMENU. 

Additional Information - Transaction Register 

A Transaction Register shows you all the journal entries you made in the current month, 
including transactions which were automatically posted from your check register to your 
general ledger by using Post Check Register on the F/S MENU. At the bottom of the report a 
total of all the transaction amounts is printed. If this total is not $0.00, something is wrong. 
You should use the single-sided Journal Entry option in order to correct this out-of¬ 
balance condition. 
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Account Listing 


Location: GENERAL LEDGER SUBMENU 

Function: PRODUCE A LISTING OF ALL ACCOUNTS, WITH OR WITHOUT 

BALANCES 

Description: This option will let you print a Summary Account Listing ( with all of your 

account numbers and titles) or a Detailed Account Listing (with account 
numbers, titles, and balances). 

Screen Displays and Operator’s Responses 


ACCOUNT LISTING 

1. SUMMARY REPORT (ACCOUNT NUMBERS AND TITLES ONLY) 

2. DETAILED REPORT (NUMBERS, TITLES, AND BALANCES) 

WHAT IS YOUR CHOICE (ENTER 1 OR 2)? 


2 . 


ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> WHEN READY 


Responding END here will return you to the GENERAL LEDGER SUBMENU without 
printing the report. 
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YOUR COMPANY INC. PAGE 1 

50 N. MAIN STREET 
ANYTOWN USA 12345 

SUMMARY ACCOUNT LISTING 
01/01/8 4 


ACCOUNT # 


ACCOUNT TITLE 


1 00 
600 
1000 
1 500 
2000 
2500 
3000 
4000 
5000 
6000 
7000 
7500 
8000 
9000 
9100 
9200 
9300 
9400 
9500 
9600 
9900 
1 0000 
11000 
11100 
11500 
1 1 600 
12000 
1 2100 
1 2500 
1 2600 
13000 
13100 
1 4000 
14100 
15000 
1 5500 
1 5600 
1 6000 
16500 
17000 
17500 
1 8000 
18100 
1 9000 


CASH IN BANK 
CASH ON HANO 
NOTES RECEIVABLE 
ACCRUED INT RECEIVABLE 
ACCOUNTS RECEIVABLE 
ALLOW FOR BAD DEBTS 
INV - RAW MATERIAL 
INV - WORK IN PROCESS 
INV - FINISHED GOODS 
MARKETABLE SECURITIES 
ADVANCES - EMPLOYEES 
ADVANCES - OFFICERS 
DUE FROM SUBSIDARY 
PREPAID SALARIES 
PREPAID TRAVEL EXP. 
PREPAID ADVERTISING 
PREPAID SUPPLIES 
PREPAID INTEREST 
PREPAID INSURANCE 
PREPAID RENT 
OTHER CURRENT ASSETS 
LAND 

BUILDINGS 

ACCUM DEPREC - BLDG 
FURNITURE & FIXTURES 
ACCUM DEPREC - F & F 
EQUIPMENT & MACHINERY 
ACCUM DEPREC - E & M 
VEHICLES 

ACCUM DEPREC - VEHIC 
LEASEHOLD IMPROVEMENTS 
ACCUM DEPREC - LEASE 
OTHER FIXED ASSETS 
ACCUM DEPREC - O.F.A- 
GOODWILL 

ORGANIZATION COSTS 
ACCUM AMORT - O.C. 
INVESTMENT IN SUBSID 
ESCROW ACCOUNTS 
DEPOSITS 
EXCHANGE 

LOANS TO OFFICERS 
LOANS TO EMPLOYEES 
OTHER NON-CURR. ASSETS 





YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 


PAGE 2 


ACCOUNT 


20000 
21000 
21 1 00 
22000 
22100 
22200 
22300 
22400 
22500 
22600 
22700 
22800 
22900 
23000 
24000 
25000 
25500 
26000 
27000 
27100 
27200 
29000 
30000 
31000 
32000 
33000 

40001 

40002 

40501 

40502 

41001 

41002 
41500 

45001 

45002 
45100 
46000 
46100 
46500 
47000 
47500 
48000 
48500 
49000 


SUMMARY ACCOUNT LISTING 
01/01/84 


# ACCOUNT TITLE 


NOTES PAYABLE 
ACCOUNTS PAYABLE 
ACCRUED EXP. PAYABLE 
FICA/FWT PAYABLE 
STATE TAX PAYABLE 
DBL. INS PAYABLE 
CITY TAXES PAYABLE 
UNION DUES WITHHELD 
MEDICAL INS. WITHHELD 
FED. UI PAYABLE 
STATE UI PAYABLE 
FRANCHISE TAX PAYABLE 
SALES TAX PAYABLE 
DUE TO PENSION 
OTHER CURR. LIAB. 

NOTES PAYABLE 
LOAN PAYABLE 
MORTGAGE PAYABLE 
DUE TO OFFICERS 
DUE TO PARTNER 
DUE TO STOCKHOLDER 
OTHER NON-CURR. LIAB. 
CAPITAL STOCK 
PAID IN CAPITAL 
TREASURY STOCK 
REAIN. EARN. - BEG 
SALES - TRADE (DEPT 1) 
SALES - TRADE (DEPT 2) 
SALES - OTHER (DEPT 1) 
SALES - OTHER (DBPT 2) 
SALES-NON-TAX (DEPT 1) 
SALES-NON-TAX (DEPT 2) 
LESS RETURNS & ALLOW 
PURCHASES (DEPT 1) 
PURCHASES (DEPT 2) 
PURCHASES - OTHER 
DIRECT LABOR 
INDIRECT LABOR 
SUPPLIES 
SUBCONTRACTORS 
FREIGHT & TRUCKING 
OUTSIDE LABOR 
PURCHASE DISCOUNTS 
OTHER C.O.G.S. 
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YOUR COMPANY INC. PAGE 3 

50 N. MAIN STREET 
ANYTOWN USA 12345 

SUMMARY ACCOUNT LISTING 
01/01/84 


ACCOUNT # ACCOUNT TITLE 


50000 

OFFICE SALARIES 

501 00 

OFFICES’ SALARIES 

50500 

COMMISSIONS 

51000 

RENT 

51500 

EQUIPMENT RENT 

52000 

REPAIRS it MAINTENANCE 

52500 

AUTO & TRAVEL 

53000 

UTILITIES 

53500 

INSURANCE 

54000 

ADVERTISING 

54500 

PROFESSIONAL SERVICES 

55000 

CLEANING & LAUNDRY 

55500 

LICENSES & PERMITS 

56000 

DUES & SUBSCRIPTIONS 

56500 

PENSION 

57000 

OFFICERS’ LIFE INS. 

57500 

EMPLOYEE WELFARE 

58000 

BAD DEBTS 

58500 

BANK TRUSTEE FEES 

59000 

DEPRECIATION 

59100 

AMORTIZATION 

59500 

TAXES - PAYROLL 

59600 

TAXES - MISC. 

59900 

MISCELLANEOUS EXP. 

60000 

INTEREST INCOME 

60100 

INTEREST EXPENSE 

60500 

OTHER INCOME 

60600 

OTHER EXPENSE 


* * * END OF ACCOUNT LISTING * * * 






YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 
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DETAILED ACCOUNT LISTING 
01/01/84 


ACCT # 

DESCRIPTION 

ssssssxssssssssssssssssss: 

TYPE 

CURRENT BAL 

PREV MONTH YTD 

1 00 

CASH IN BANK 

B 

10,000.00 

10,000.00 

600 

CASH ON HAND 

B 

50.00 

50.00 

1 000 

NOTES RECEIVABLE 

B 

2,000.00 

2,000.00 

1 500 

ACCRUED INT RECEIVABLE 

B 

50.00 

50.00 

2000 

ACCOUNTS RECEIVABLE 

B 

70,000.00 

70,000.00 

2500 

ALLOW FOR BAD DEBTS 

B 

-6,750.00 

-6,750.00 

3000 

INV - RAW MATERIAL 

B 

5,000.00 

5,000.00 

4000 

INV - WORK IN PROCESS 

B 

5,000.00 

5,000.00 

5000 

INV - FINISHED GOODS 

B 

15,000.00 

1 5,000.00 

6000 

MARKETABLE SECURITIES 

B 

1 0,000.00 

10,000.00 

7000 

ADVANCES - EMPLOYEES 

B 

150.00 

150.00 

7500 

ADVANCES - OFFICERS 

B 

50.00 

50.00 

8000 

DUE FROM SUBSIDARY 

B 

10.00 

10.00 

9000 

PREPAID SALARIES 

B 

1 ,000.00 

1,000.00 

9100 

PREPAID TRAVEL EXP. 

B 

500.00 

500.00 

9200 

PREPAID ADVERTISING 

B 

250.00 

250.00 

9300 

PREPAID SUPPLIES 

B 

250.00 

250.00 

9400 

PREPAID INTEREST 

B 

250.00 

250.00 

9500 

PREPAID INSURANCE 

B 

250.00 

250.00 

9600 

PREPAID RENT 

B 

1 ,350.00 

1 , 350.00 

9900 

OTHER CURRENT ASSETS 

B 

200.00 

200.00 

1 0000 

LAND 

B 

2,000.00 

2,000.00 


3. Return to the GENERAL LEDGER SUBMENU. 

Additional Information - Account Listing 

Summary Account Listing 

This report will show you only your account numbers and titles. It is printed with very 
narrow margins so that you can place serveral pages’ worth of this report side by side for use 
as a “quick reference guide” to your chart of accounts when entering journal entries. 
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Detailed Account Listing 

This report will tell you each of your account’s ACCOUNT NUMBER, TITLE, CURRENT 
BALANCE, PREVIOUS MONTH YTD BALANCE, and TYPE (I/E/B). For income and 
expense accounts, the CURRENT BALANCE and PREVIOUS MONTH YTD balances are 
added together to give you a Y-T-D BALANCE. Note that no Y-T-D balance is listed for 
balance sheet accounts because this logically would make no sense. Balance sheet accounts 
merely represent running totals of the particular accounts. The current balance for an 
income or expense account tells you how much money you have earned or spent during 
the current month. The current balance for a balance sheet account tells you “how much” 
of that item you have exactly at the current moment. 
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Trial Balance 


Location: GENERAL LEDGER SUBMENU 

Function: PRINT A TRIAL BALANCE REPORT 

Description: This option will let you print any of 4 types of trial balance reports: a 

SUMMARY MONTHLY REPORT, DETAILED MONTHLY REPORT, SUM¬ 
MARY YEAR-TO-DATE REPORT, or DETAILED YEAR-TO-DATE 
REPORT. 

Screen Displays and Operator’s Responses 

1 . 


TRIAL BALANCE 

1. SUMMARY REPORT (BALANCES ONLY) 

2. DETAILED REPORT (BALANCES AND TRANSACTIONS) 

WHAT IS YOUR CHOICE? (ENTER 1 OR 2)? 

If you selected 1, proceed to step 2; if you entered 2, see step 3. 
2 . 


SUMMARY TRIAL BALANCE 

DO YOU DESIRE A MONTHLY OR Y-T-D TRIAL BALANCE? (M/Y)? Y 
(Proceed to step 4). 

3. 


DETAILED TRIAL BALANCE 

DO YOU DESIRE A MONTHLY OR Y-T-D TRIAL BALANCE? (M/Y)? M 

4. 


ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> WHEN READY 


(NOTE: Responding END at this point will return you to the GENERAL LEDGER SUBMENU 
WITHOUT PRINTING THE TRIAL BALANCE.) 


5. Return to the GENERAL LEDGER SUBMENU. 












DETAILED MONTHLY TRIAL BALANCE 
02/28/84 


2/100 


8000 DUE FROM SUBSIDARY 10.00 




DETAILED MONTHLY TRIAL EALANCE 
02/28/84 
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END OF DETAILED MONTHLY TRIAL BALANCE 
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YOUR COMPANY INC. 

50 N. MAIN STREET 
ANYTOWN USA 12345- 

SUMMARY Y-T-D TRIAL BALANCE 
01/31/84 


ACCT # ACCOUNT TITLE 


DEBIT 


100 CASH IN BANK 

600 CASH ON HAND 

1000 NOTES RECEIVABLE 

1500 ACCRUED INT RECEIVABLE 
2000 ACCOUNTS RECEIVABLE 

2500 ALLOW FOR BAD DEBTS 

3000 INV - RAW MATERIAL 

4000 INV - WORK IN PROCESS 

5000 INV - FINISHED GOODS 

6000 MARKETABLE SECURITIES 

7000 ADVANCES - EMPLOYEES 

7500 ADVANCES - OFFICERS 

8000 DUE FROM SUBSIDARY 

9000 PREPAID SALARIES 

9100 PREPAID TRAVEL EXP. 

9200 PREPAID ADVERTISING 

9300 PREPAID SUPPLIES 

9400 PREPAID INTEREST 

9500 PREPAID INSURANCE 

9600 PREPAID RENT 

OTHER CURRENT ASSETS 
LAND 


6,423.82 
50.00 
2 , 000.00 
150.00 
115,275.00 


5 , 000.00 
5 , 000.00 
2,500.00 
10 , 000.00 
150.00 
50. 00 
10.00 
1 , 000.00 
500.00 
250.00 
250.00 
250.00 
250.00 
1,350.00 
200.00 
2 , 000.00 


PAGE 1 


CREDIT 


6,750.00 


9900 
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YOUR COMPANY INC. 

50 N. MAIN STREET 
ANYTOWN USA 12345 

SUMMARY Y-T-D TRIAL EALANCE 
01/31/84 


ACCT # 

ACCOUNT TITLE 

DEBIT 

CREDIT 

59600 

TAXES - MISC. 

0. 00 

0.00 

59900 

MISCELLANEOUS EXP. 

59.23 


60000 

INTEREST INCOME 


100.00 

60100 

INTEREST EXPENSE 

0. 00 

0. 00 

60500 

OTHER INCOME 

0.00 

0.00 

60600 

OTHER EXPENSE 

132.43 


TOTALS: 


211,321.45 

211,321.45 

OUT OF' 

BALANCE: 


0. 00 


* * * END OF SUMMARY Y-T-D TRIAL BALANCE * * * 


Additional Information - Trial Balance 

WHA TISA TRIAL BALANCE ? - A Trial Balance is a report which we suggest you print before 
printing your Balance Sheet. 

The Summary Trial Balances ( Monthly and Year-To-Date ) show you the balances of each of 
your accounts, as well as a total of all these balances. If this total is $0.00, your books are in 
balance. If this total is not $0.00, something is wrong and you should use Edit Account, Edit 
Transaction , or Journal Entry in order to correct the problem. 

The Detailed Trial Balances (Monthly and Year-To-Date) show you the balances of each of 
your accounts, as well as all transactions (journal entries) you have made in the current 
month. This will help you to see that your transactions balance. More importantly than this, 
however, the Detailed Trial Balances show you your transactions grouped next to the 
accounts to which they were posted. In this way, these reports serve as an excellent part of 
your audit trail. 


Summary Reports 

The two summary trial balances include account titles, account descriptions, and balances 
for each account. The balances are computed as follows: 

MONTHLY - For income and expense accounts, the CURRENT BALANCE is 
printed, which represents the total of all transactions entered this month. For 
balance sheet accounts, the CURRENT BALANCE is printed. 

YTD - For income and expense accounts, the YTD balance is printed, which 
represents the total of all transactions entered this year. This is computed by 
adding the CURRENT BALANCE to the PREVIOUS MONTH YTD balance. For 
balance sheet accounts, the CURRENT BALANCE is printed. 
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Detailed Reports 

The two detailed trial balances include starting balances, a listing of each entry made to 
each account during the current month, and final balances. The balances are computed as 
follows: 

MONTHLY - For income and expense accounts, the starting balance is zero and 
the ending balance is the CURRENT BALANCE. For balance sheet accounts, the 
starting balance is the PREVIOUS MONTH YTD balance and the ending balance is 
the CURRENT BALANCE. 

YTD - For income and expense accounts, the starting balance is the PREVIOUS 
MONTH YTD balance and the ending balance is the YTD balance (which is the 
sum of the PREVIOUS MONTH YTD balance and the CURRENT BALANCE). For 
balance sheet accounts, the starting balance is the previous month YTD balance 
and the ending balance is the current balance. 

NOTE TO 80-COLUMN PRINTER OWNERS: The Detailed Trial Balance is the only report 
printed by VERSALEDGERII which requires a 13 2-column printout format. However, if you 
own a printer which can print only 80 columns on a line, there is a solution. 

Examine carefully the Transaction Register and Detailed Account Listing at the back of this 
manual. What is a Transaction Register? It is a listing of all of your transactions, with a total 
at the bottom to be sure everything is in balance. What is a Detailed Account Listing? It is a 
listing of the CURRENT and PREVIOUS MONTH YTD BALANCES of each acccount. If you 
think about this, the Transaction Register and Detailed Account Listing put together (along 
with the Summary Trial Balance, if you like) will show you the same information as the 
Detailed Trial Balance, only in an 80-column format. 

If your computer can print in a “compressed” mode and you are somewhat familiar with 
modifying a BASIC program, you can insert 2 lines into the BASIC program VERS2. Line 
28003 should send to your printer the command to compress the printer, such as LPRINT 
CHR$( 15). Line 29635 should contain the command to decompress the print, such as 
LPRINT CHR$( 18). 

WARNING - VERSALEDGER II will automatically update your account balances whenever 
you enter or edit a journal entry with Journal Entry, Multiple JE, or Edit Transaction. As 
long as you do not change your account balances with Edit Account, your Trial Balance 
reports will be correct. However, if you incorrectly use Edit Account, you can wind up with 
a Trial Balance listing “incorrect” balances. 

You may ask, “Why would I ever want to edit an account balance if my reports would be 
incorrect?” For one thing, you might make a mistake when you enter your account balances 
for the first time with Add Account. 

Perhaps most importantly, however, allowing you to change your account balances will let 
you produce quick reports if you already know your account balances. Just use Edit 
Account in order to enter the account balances you wish to use. Then you can print a 
Summary Trial Balance or a Detailed Account Listing right away without entering any 
journal entries. As long as you have already designed your income statement and balance 
sheet with Format Reports in the SYSTEM MENU, you will also be able to print these 
financial statements right away. 
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Allowing you to change your account balances will also let you play “What If?” with your 
reports. By changing the balances in various accounts with Edit Account , you can 
immediately see the effect this would have on your Trial Balance, Detailed Account Listing, 
Balance Sheet, or Income Statement. 
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End of Period 


Location: GENERAL LEDGER SUBMENU 

Function: CLOSE OUT ALL ACCOUNTS AT THE END OF A MONTH OR YEAR 

Description: This option zeros out the appropriate balances from your income and 

expense accounts and updates the PREVIOUS MONTH YTD field for all 
accounts. Retained earnings will be updated automatically. You should 
run this option at the end of every month. 

Screen Displays and Operator’s Responses 

1. 


END OF PERIOD 

IS THIS THE END OF A YEAR OR END OF A MONTH? (Y/M)? M 


(NOTE: Responding END at this point will return you to the GENERAL LEDGER SUBMENU 
WITHOUT PERFORMING THE END OF PERIOD PROCESS.) 

2 . 


CLOSING OUT ACCOUNT XX OF XX 


3. Return to the GENERAL LEDGER SUBMENU. 

Additional Information - End Of Period 

EXTREMELY IMPORTANT: Under absolutely no circumstances should you even think of 
uisng this option without making a backup copy of your data (specifically, your accounts, 
which on all computers other than the APPLE are stored on your program disk). Don’t even 
think of not making a backup, please! This should be done for two reasons. First, you should 
always have a permanent record of your ending account balances for each month. If you 
ever want to see a previous month’s balances, you can use this backup disk. Second, if for 
any reason this option is run in error, it will always be possible to simply re-copy the 
backup. No data will have been changed. If this option is erroneously run and a bacloip is 
not available, the only method to restore account data is with the Edit Account option. 
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Here is what happens when you end a month: 

BALANCE SHEET ACCOUNTS: The PREVIOUS MONTH YTD balance is changed to 
whatever your CURRENT BALANCE is on the day you run this option. The 
CURRENT BALANCE remains the same. 

INCOME AND EXPENSE ACCOUNTS: The PREVIOUS MONTH YTD balance is 
changed to the PREVIOUS MONTH YTD balance plus the CURRENT BALANCE. 

The CURRENT BALANCE is changed to zero. 

RETAINED EARNINGS ACCOUNT: The computer will add the CURRENT 
BALANCES of all your income and expense accounts just before they were set to 
zero. Then it will adjust the CURRENT BALANCE of your retained earnings 
account by this amount. This CURRENT BALANCE will stay the same all month. It 
shows you what your retained earnings were when you started your month. Your 
PREVIOUS MONTH YTD balance for your retained earnings account will remain 
the same all year. This shows you what your retained earnings were at the 
beginning of your fiscal year. 

Remember that the computer will know which account is your RETAINED 
EARNINGS account based upon what you entered during Initialization in the 
GENERAL LEDGER SUBMENU. You must also enter this account with Add 
Account just like any other balance sheet account. 

End of Year 

If you are ending the last month of a year, you need not first end a month. Ending a year will 
end both a month and a year. 

Here is what happens when you end a year: 

BALANCE SHEET ACCOUNTS: The PREVIOUS MONTH YTD balance is changed to 
whatever the CURRENT BALANCE is on the day you are running this option. The 
CURRENT BALANCE remains the same. 

INCOME AND EXPENSE ACCOUNTS: The PREVIOUS MONTH YTD balance and 
the CURRENT BALANCE are both set to zero. 

RETAINED EARNINGS ACCOUNT: The computer will add the CURRENT 
BALANCES of all your income and expense accounts just before they were set to 
zero. Then it will adjust the CURRENT BALANCE of your retained earnings 
account by this amount. Finally, the PREVIOUS MONTH YTD balance of your 
retained earnings account will become the same as this new CURRENT 
BALANCE. Remember that this PREVIOUS MONTH YTD balance of your retained 
earning account is changed only once per year. It shows you what your retained 
earnings were at the beginning of your fiscal year. 

Remember that the computer will know which account is your RETAINED 
EARNINGS account based upon what you entered during Initialization in the 
GENERAL LEDGER SUBMENU. You must also enter this account with Add 
Account just like any other balance sheet account. 
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End Program 


Location: MAIN MENU, GL SUBMENU, F/S MENU, AND SYSTEM MENU 

Function: END VERSALEDGER II AND RETURN TO BASIC 

Description: This option is used to exit the VERSALEDGER II system. No other user 

input is required. The screen is cleared and the computer returns to the 
BASIC “READY” prompt. 

Additional Information - End Program 

It is extremely important throughout the operation of VERSALEDGER II to avoid 
hitting the BREAK or RESET keys. THE END PRORGAM OPTION IS THE 
ONLY WAY YOU SHOULD EVER EXIT THIS PROGRAM. IF YOU SHOULD 
ACCIDENTALLY PRESS BREAK OR CTRL C WHILE RUNNING VERSA¬ 
LEDGER H, YOU SHOULD IMMEDIATELY TYPE CONT AND PRESS ENTER, 
WHICH WILL CAUSE THE PROGRAM TO CONTINUE. 

NOTE TO PROGRAMMERS: VERSALEDGER II opens several files at the beginning 
of any major program ( major menu ). These files usually remain open throughout 
the operation of that program. The End Program option closes these files. 

If you accidentally choose End Program, you can restart the program by typing RUN 

ENTER 







FINANCIAL REPORTING AND CHECK REGISTER POSTING 

GL SUBMENU 
MAIN MENU 
SYSTEM MENU 
NOT IMPLEMENTED 
END PROGRAM 


BALANCE SHEET 
INCOME STATEMENT 
POST CHECK REGISTER 
POST FROM VERSABUSINESS 
SORT FILE 
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The F&S Check Register Posting Menu 


_ 
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Balance Sheet 

Location: F/S AND CHECK REG POSTING MENU 

Function: PRINT A BALANCE SHEET 

Description: This option prints a balance sheet exactly as you designed it by using 

Format Reports in the SYSTEM MENU. 

Screen Displays and Operator’s Responses 

1 . 

PRINT BALANCE SHEET 

2 . 

ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER > WHEN READY 

(Responnding END at this point will return to the F/S & CHECK REG POSTING MENU.) 

3. 

ACCUMULATING TOTAL INCOME - LOADING BALANCE XX OF XX 








CURRENT ASSETS 


CASH IN BANK 
CASH ON HAND 
TOTAL CASH 

NOTES RECEIVABLE 
ACCRUED INT RECEIVABLE 

ACCOUNTS RECEIVABLE 
ALLOW FOR BAD DEBTS 
ACCOUNTS RECEIVABLE - NET 

INV - RAW MATERIAL 
INV - WORK IN PROCESS 
INV - FINISHED GOODS 
TOTAL INVENTORY 

MARKETABLE SECURITIES 

ADVANCES - EMPLOYEES 
ADVANCES - OFFICERS 
TOTAL ADVANCES 

DUE FROM SUBSIDARY 

PREPAID SALARIES 
PREPAID TRAVEL EXP. 
PREPAID ADVERTISING 
PREPAID SUPPLIES 
PREPAID INTEREST 
PREPAID INSURANCE 
PREPAID RENT 
TOTAL PREPAID EXPENSES 

OTHER CURRENT ASSETS 
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YOUR COMPANY INC. PAGE 1 

50 N. MAIN STREET 
ANYTOWN USA 12345 

BALANCE SHEET 
01/31/84 


ASSETS 


6,423.82 
50. 00 

6,473.82 

2 , 000.00 
150.00 

115,275.00 

-6,750.00 

108,525.00 


5 , 000.00 
5 , 000.00 
2,500.00 

12,500.00 


10 , 000.00 

150.00 
50.00 

200.00 

10.00 

1 , 000.00 
500.00 
250.00 
250.00 
250.00 
250.00 
1,350.00 

3,850.00 

200.00 


143,908.82 


TOTAL CURRENT ASSETS 
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YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 

BALANCE SHEET 
01/31/84 


FIXED ASSETS 


LAND 

2, 000.00 


BUILDINGS 

ACCUM DEPREC - BLDG 

BUILDINGS - NET 

6, 000.00 
-1,250.00 

4,750.00 

FURNITURE & FIXTURES 

ACCUM DEPREC - F & F 

F & F - NET 

4,900.00 
-3,200.00 

1,700.00 

EQUIPMENT & MACHINERY 

ACCUM DEPREC - E & M 

E & M - NET 

1,850.00 

-1,250.00 

600.00 

VEHICLES 

ACCUM DEPREC - VEHIC 

VEHICLES - NET 

5,900.00 

-4,000.00 

1,900.00 

LEASEHOLD IMPROVEMENTS 

ACCUM DEPREC - LEASE 

L.I. - NET 

1,000.00 
-500.00 

500.00 

OTHER FIXED ASSETS 

ACCUM DEPREC - O.F.A. 

O.F.A. - NET 

1,000.00 
—500.00 

500.00 

TOTAL FIXED ASSETS 



NON-CURRENT ASSETS 



GOODWILL 

500.00 


ORGANIZATION COSTS 

ACCUM AMORT - 0.C. 

O.C. - NET 

1,000.00 
-200.00 

800.00 

INVESTMENT IN SUBSID 

ESCROW ACCOUNTS 

DEPOSITS 

EXCHANGE 

2,000.00 
500.00 
500.00 
200.00 



PAGE 2 
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50 N. MAIN STREET 
ANYTOWN USA 12345 
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PAGE 3 


EALANCE SHEET 
01/31/84 


LOANS 

TO OFFICERS 

1,000.00 

LOANS 

TO EMPLOYEES 

500.00 

TOTAL 

LOANS 

1,500.00 

OTHER 

NON-CURRENT ASSETS 

200.00 


TOTAL NON-CURRENT ASSETS 6,200.00 

TOTAL ASSETS 162,058.82 


LIABILITIES AND CAPITAL 


CURRENT LIABILITIES 


NOTES PAYABLE 
ACCOUNTS PAYABLE 
ACCRUED EXP. PAYABLE 

FICA/FWT PAYABLE 
STATE TAX PAYABLE 
DEL. INS PAYABLE 
CITY TAXES PAYABLE 
UNION DUES WITHHELD 
MEDICAL INS. WITHHELD 
FED. UI PAYABLE 
STATE UI PAYABLE 
FRANCHISE TAX PAYABLE 

TOTAL TAXES PAYABLE 

DUE TO PENSION 
OTHER CURR. LIAB. 

TOTAL CURRENT LIABILITIES 

NON-CURRENT LIABILITIES 


10 , 000.00 
21 , 000.00 
500.00 

2 , 000.00 
1 , 000.00 
500.00 
500.00 
500.00 
500.00 
1 , 000.00 
500.00 
5 , 000.00 

11,500.00 

650.00 

20.00 

34,670.00 


NOTES PAYABLE 


11,500.00 
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YOUR COMPANY INC. PAGE 4 

50 N. MAIN STREET 
ANYTOWN USA 12345 

BALANCE SHEET 
01/31/84 


LOAN PAYABLE 
MORTGAGE PAYABLE 
DUE TO OFFICERS 
DUE TO PARTNER 
DUE TO STOCKHOLDER 
OTHER NON-CURR. LIAB. 

TOTAL NON-CURRENT LIABILI 


CAPITAL 


5 , 000.00 
4,700.00 
800.00 
0.00 
0.00 
100.00 

22 , 100.00 


CAPITAL STOCK 

PAID IN CAPITAL 

TREASURY STOCK 

RETAIN. EARN. - BEG 

CURRENT EARNINGS 

RETAINED EARNINGS - ENDING 


100.00 
900.00 
-400.00 
68,490.00 

26.198.82 

94.688.82 


TOTAL CAPITAL 


95,288.82 


TOTAL LIABILITIES AND CAP 


162,058.82 


* * * END OF BALANCE SHEET * * * 


4. Return to the F/S & CHECK REG POSTING MENU. 

Additional Information - Balance Sheet 

What is a Balance Sheet? A Balance Sheet is essentially a listing of what you own and what 
you owe. The Balance Sheet lists various accounts and their balances, along with totals as 
you desire. If your books are in balance, your assets should equal your liabilities plus your 
capital. 

Troubleshooting Guide - Balance Sheet 

You can print a Balance Sheet at any time. However, remember that when you use End of 
Period your income and expense accounts will be set to zero and BEGINNING RETAINED 
EARNINGS will be adjusted by your CURRENT EARNINGS. (At least as far as operating 
VERSALEDGERII, CURRENT EARNINGS are considered to be the sum of all your income 
and expense accounts. Therefore, closing out income expense accounts is the same as 
closing out current earnings.) Therefore, if you would like to print a Balance Sheet which 
shows your CURENT EARNINGS for a certain period, be sure to print the report before 
using End of Period. 







• i 
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Income Statement 

Location: F/S AND CHECK REG POSTING MENU 

Function: PRINT AN INCOME STATEMENT 

Description: This option prints an income statement exactly as you designed it by 

using Format Reports in the SYSTEM MENU. 

Screen Displays and Operator’s Responses 

1 . 

PRINT INCOME STATEMENT 

2 . 

ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS ®ENTER 6 WHEN READY 

(Responding END at this point will return to the F/S & CHECK REG POSTING MENU.) 
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YOUR COMPANY INC. PAGE 1 

50 N. MAIN STREET 
ANYTOWN USA 12345 

INCOME STATEMENT 
01/31/84 


THIS MONTH RATIO YEAR-TO-DATE RATIO 

SALES 


DEPARTMENT 1: 


SALES - TRADE < DEPT 

1 ) 

57,000.00 

99.5 

57,000.00 

99. 5 

SALES - OTHER (DEPT 

1 ) 

0. 00 

0.0 

0.00 

0.0 

SALES-NON-TAX (DEPT 

1 ) 

0. 00 

0.0 

0. 00 

0.0 

DEPARTMENT 1 TOTAL 


57,000.00 

99.5 

57,000.00 

99.5 

DEPARTMENT 2s 

SALES - TRADE (DEPT 

2) 

311.45 

0. 5 

311.45 

0.5 

SALES - OTHER (DEPT 

2) 

0.00 

0.0 

0.00 

0.0 

SALES-NON-TAX (DEPT 

2) 

0.00 

0.0 

0. 00 

0.0 

DEPARTMENT 2 TOTAL 


311.45 

0.5 

311.45 

0.5 

TOTAL SALES 


57,311.45 

100. 0 

57,311.45 

100.0 

TOTALS FOR ALL DEPTS.: 

SALES - TRADE TOTAL 

57,311.45 

100. 0 

57,311.45 

100.0 

SALES - OTHER TOTAL 


0.00 

0.0 

0. 00 

0.0 

SALES - NON-TAX TOTAL 

0.00 

0.0 

0. 00 

0. 0 

TOTAL SALES 


57,311.45 

100. 0 

57,311.45 

100.0 

LESS RETURNS & ALLOW 

0. 00 

0.0 

0. 00 

0. 0 

TOTAL NET SALES 


57,311.45 

100. 0 

57,311.45 

100.0 

COST OF GOODS SOLD 

PURCHASES (DEPT 1) 


21,200.00 

37. 0 

21,200.00 

37.0 

PURCHASES (DEPT 2) 


1,842.30 

3.2 

1,842.30 

3.2 

PURCHASES - OTHER 


0.00 

0. 0 

0.00 

0.0 

TOTAL PURCHASES 


23,042.30 

40.2 

23,042.30 

40.2 

DIRECT LABOR 


0.00 

0.0 

0. 00 

0.0 
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YOUR COMPANY INC. 

50 N. MAIN STREET 
ANYTOWN USA 12345 

INCOME STATEMENT 
01/31/84 


PAGE 2 


THIS MONTH 

RATIO 

YEAR-TO-DATE 

RATIO 

INDIRECT LABOR 

0.00 

0.0 

0.00 

0.0 

TOTAL LABOR 

0.00 

0.0 

0.00 

0.0 

SUPPLIES 

267.76 

0. 5 

267.76 

0.5 

SUBCONTRACTORS 

0.00 

0. 0 

0.00 

0.0 

FREIGHT & TRUCKING 

480.00 

0.8 

480.00 

0.8 

OUTSIDE LABOR 

0. 00 

0.0 

0.00 

0.0 

PURCHASE DISCOUNTS 

0.00 

0.0 

0.00 

0.0 

OTHER C.O.G.S. 

0. 00 

0. 0 

0.00 

0.0 

TOTAL C.O.G.S. 

23,790.06 

41.5 

23,790.06 

41.5 

GROSS PROFIT 

33,521.39 

in 

00 

in 

33,521.39 

58.5 

EXPENSES 





SG & A EXPENSES: 





OFFICE SALARIES 

0.00 

0.0 

0. 00 

0.0 

OFFICERS’ SALARIES 

0.00 

0. 0 

0.00 

0.0 

TOTAL SALARIES 

0.00 

0. 0 

0.00 

0. 0 

COMMISSIONS 

0.00 

0. 0 

0. 00 

0.0 

RENT 

1,500.00 

2.6 

1,500.00 

2.6 

EQUIPMENT RENT 

1,230.00 

2. 1 

1,230.00 

2. 1 

REPAIRS & MAINTENANCE 

0.00 

0.0 

0.00 

0.0 

AUTO & TRAVEL 

1 , 140.41 

2.0 

1,140.41 

2. 0 

UTILITIES 

0. 00 

0.0 

0.00 

0. 0 

INSURANCE 

1,496.50 

2.6 

1,496.50 

2.6 

ADVERTISING 

675.00 

1.2 

675.00 

1.2 

PROFESSIONAL SERVICES 

0.00 

0.0 

0.00 

0.0 

CLEANING & LAUNDRY 

0.00 

0.0 

0. 00 

0.0 

LICENSES & PERMITS 

120.00 

0.2 

120.00 

0.2 

DUES & SUBSCRIPTIONS 

24.00 

0.0 

24.00 

0. 0 

PENSION 

0.00 

0. 0 

0.00 

0.0 

OFFICERS’ LIFE INS. 

0. 00 

0.0 

0.00 

0. 0 

EMPLOYEE WELFARE 

0.00 

0.0 

0.00 

0. 0 

BAD DEBTS 

0.00 

0.0 

0.00 

0. 0 

BANK TRUSTEE FEES 

245.00 

0.4 

245.00 

0.4 

DEPRECIATION 

800.00 

1.4 

800.00 

1.4 

AMORTIZATION 

0. 00 

0. 0 

0.00 

0.0 

TAXES - PAYROLL 

0.00 

0. 0 

0.00 

0. 0 

TAXES - MISC. 

0.00 

0. 0 

0.00 

0.0 

TOTAL TAXES 

0.00 

0.0 

0. 00 

0.0 
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YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 


PAGE 3 


INCOME STATEMENT 
01/31/84 



THIS MONTH 

RATIO 

YEAR-TO-DATE 

RATIO 

MISCELLANEOUS EXP. 

59.23 

0. 1 

59.23 

0. 1 

TOTAL SG & A EXPENSE 

7,290.14 

12.7 

7,290.14 

12.7 

OTHER INCOME & EXPENSE: 

INTEREST INCOME 

—100.00 

-0.2 

-100.00 

-0.2 

INTEREST EXPENSE 

0.00 

0.0 

0.00 

0.0 

OTHER INCOME 

0. 00 

0. 0 

0. 00 

0. 0 

OTHER EXPENSE 

132.43 

0. 2 

132.43 

0. 2 

TOTAL OTHER INCOME & EXP 

32.43 

0. 1 

32.43 

0. 1 

NET INCOME/LOSS 

26,198.82 

45.7 

26,198.82 

45.7 


* * * END OF INCOME STATEMENT * * * 

4. Return to the F/S & CHECK REG POSTING MENU. 


Additional Information - Income Statement 


What is an income statement ? - An income statement shows you where your money came 
from during the current month and year and what you spent it on. 

When information for a specific income category or expense is printed on the Income 
Statement, the CURRENT BALANCE and Y-T-D BALANCE are printed. The CURRENT 
BALANCE is the same balance as you would see if you used Query Account or printed a 
Detailed Account Listing. The Y-T-D balance is the sum of adding the CURRENT BALANCE 
to the PREVIOUS MONTH YTD balance. 

When you entered your accounts with Add Account in the GENERAL LEDGER SUBMENU, 
you entered every account as one of 3 types - “B” for BALANCE SHEET, “I” for INCOME, or 
“E” for EXPENSE. The computer will add the CURRENT BALANCES and Y-T-D balances for 
all of your “I” accounts. When a number is printed on the INCOME STATEMENT, the 
“Ratio” shown is the percentage of the number printed to this total for all “I” accounts. 

Income ratios are useful if you compare them to income statements from other periods. By 
comparing with other periods, you can monitor your spending patterns. 


Troubleshooting Guide - Income Statement 

Be sure not to print an income statement if you do not have any income for the current 
period! If you do this, the TOTAL INCOME on which your income ratios are based will be 0 
and you will receive a “DIVISION BY ZERO” error when you try to print the income 
statement. 

If for some reason you do want to print an income statement at a time when you have no 
income, you should use Edit Account in order to temporarily place at least $.01 into the 
CURRENT BALANCE of at least one “I” account. After printing the income statement, you 
can then change this CURRENT BALANCE back to $0.00. 
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Remember that you should print your income statement before running End Of Period. 
After you run End of Period, your income and expense accounts for the current period will 
be set to zero. Therefore, you will receive a “DIVISION BY ZERO” error as described above. 
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Post Check Register 


Location: F/S AND CHECK REGISTER POSTING MENU 

Function: POST CHECK REGISTER TRANSACTIONS 

Description: This option will figure out the total of all transactions (checks, deposits, 

and bank adjustments) you have entered to each of your check register 
accounts with Add To Checkbook. One journal entry will be posted to 
your general ledger for each of these check register accounts and one 
entry will be made to your general ledger cash account. You should run 
this option at the end of each month. 

Screen Displays and Operator’s Responses 

1 . 


POST CHECK REGISTER TRANSACTIONS 


2 . 


DO YOU DESIRE A CONTROL REPORT (Y/N)? Y 

3. 


ALIGN PRINTER AT THE TOP OF A NEW PAGE 
PRESS <ENTER> WHEN READY 


( Responding END at this point will return you to the F/S & CHECK REG POSTING MENU 
WITHOUT POSTING CHECK REGISTER TRANSACTIONS.) 


* FIELD * 

* DEFAULT * 

* YOUR ENTRY * 

CHECKING ACCOUNT 

: A0182 

: A0182 

POSTING DATE 

: 04/02/82 

: 04/02/82 

ACCOUNT DISK DRIVE 

: 1 

: 1 

CASH ACCT # 

: 1 

: 1 

COMMENT FIELD 

: CHECK REG A0182 

: CHECK REG A0182 


5 . 


PROCESSING TRANSACTION XX OF XX 












YOUR COMPANY INC. 
50 N. MAIN STREET 
ANYTOWN USA 12345 


PAGE 


CHECK REGISTER POSTING CONTROL REPORT 
02/28/84 


DATE 

DESCRIPTION 


ACCT 

COMMENT 

AMOUNT 

02/28/84 

FICA/FWT PAYABLE 


22000 

CHECK 

REG 

A0284 

-100.30 

02/28/84 

STATE TAX PAYABLE 


22100 

CHECK 

REG 

A0284 

-18.55 

02/28/84 

CITY TAXES PAYABLE 


22300 

CHECK 

REG 

A02S4 

-4.85 

02/28/84 

SALES - TRADE (DEPT 

1 > 

40001 

CHECK 

REG 

A0284 

-14,000.00 

02/28/84 

SALES - TRADE (DEPT 

2) 

40002 

CHECK 

REG 

A0284 

-670.32 

02/28/84 

SALES - OTHER (DEPT 

1 ) 

40501 

CHECK 

REG 

A0284 

-2,000.00 

02/28/84 

SALES - OTHER (DEPT 

2) 

40502 

CHECK 

REG 

A0284 

—100.00 

02/28/84 

SALES-NON-TAX (DEPT 

1 ) 

41001 

CHECK 

REG 

A0284 

-70.49 

02/28/84 

PURCHASES (DEPT 1) 


45001 

CHECK 

REG 

A0284 

2,390.00 

02/28/84 

FREIGHT & TRUCKING 


47500 

CHECK 

REG 

A0284 

1,623.43 

02/28/84 

OFFICE SALARIES 


50000 

CHECK 

REG 

A0284 

200.00 

02/28/84 

OFFICERS’ SALARIES 


50100 

CHECK 

REG 

A0284 

425.00 

02/28/84 

RENT 


51000 

CHECK 

REG 

A0284 

1,500.00 

02/28/84 

REPAIRS & MAINTENANCE 

52000 

CHECK 

REG 

A0284 

123.00 

02/28/84 

AUTO & TRAVEL 


52500 

CHECK 

REG 

A0284 

675.23 

02/28/84 

UTILITIES 


53000 

CHECK 

REG 

A0284 

322.40 

02/28/84 

LICENSES & PERMITS 


55500 

CHECK 

REG 

A0284 

175.00 

02/28/84 

DUES & SUBSCRIPTIONS 

56000 

CHECK 

REG 

A0284 

27. 00 

02/28/84 

BAD DEBTS 


58000 

CHECK 

REG 

A0284 

138.10 

02/28/84 

OTHER EXPENSE 


60600 

CHECK 

REG 

A0284 

97. 48 

02/28/84 

CASH 


100 

CHECK 

REG 

A0284 

9,267.87 


* * * END OF CHECK REGISTER POSTING CONTROL REPORT * * * 


6. Return to the F/S & CHECK REG POSTING MENU. 
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Additional Information - Post Check Register 

The check register portion of VERSALEDGER II (the MAIN MENU) is a single-entry 
accounting system which will keep track of your check register. The general ledger portion 
of VERSALEDGER II (the GENERAL LEDGER SUBMENU) is a full-fledged double-entry 
accounting system. 

If you would like to use both parts of the program, this potion will bridge the gap between 
the single-entry and double-entry aspects of VERSALEDGER II. The second side of the 
check register transactions is CASH, which goes up (is DEBITED ) when you make a deposit 
and goes down (is CREDITED ) when you enter a check or bank adjustment. When you post 
your check register to your general ledger, a cash entry is automatically entered for the 
complete month’s checkbook in order to balance your books correctly. 

Checking Account - This question is asking you which CHECKING ACCOUNT you would 
like to post to your general ledger. Usually you should keep the DEFAULT value, which will 
be the CHECKING ACCOUNT you last entered with Initialization in the SYSTEM EMNU. If 
you are keeping track of more than one checkbook (such as AO 182, BO 182, and CO 182), 
you should run Post Check Register more than once each month, each time changing the 
CHECKING ACCOUNT which you are posting. 

Posting Date - You should enter the date for the transactions which will automatically be 
entered into your general ledger. 

Account Disk Drive - This is the drive on which you have your CHECKING ACCOUNT. 
Normally you should just press ENTER for the DEFAULT VALUE. 

Cash Acct * - This is the account to which the second side of the check register entries (the 
credit portion of checks and bank adjustments or the debit portion of deposits) should be 
posted. The DEFAULT for this question is always 1; it is suggested that you use account 
number 1 as your general ledger cash account. 

Comment Field - This question is asking you what you would like to be included as the 
COMMENT of all transactions posted to your general ledger. The DEFAULT is CHECK REG 
AO 182 (or whatever the name is of the CHECKING ACCOUNT you are posting). It is 
suggested that you keep this COMMENT. It will help your audit trial in when you look at a 
Transaction Register or Detailed Trial Balance and you need to know what a specific 
account’s expenses consisted of. If you know which CHECKING ACCOUNT the expenses 
were from, you can go back to your List By Account for that account. 

When a transaction is posted to your general ledger, the DESCRIPTION of the transaction 
will become the ACCOUNT TITLE for the check register account which you are posting to 
your general ledger. (This check register ACCOUNT TITLE would be entered from 
Account Development in the MAIN MENU.) 

Remember, all of your check register accounts (which you set up with Account 
Development in the MAIN MENU) must also be entered as general ledger accounts (with 
Add Account in the GENERAL LEDGER SUBMENU). The account NUMBERS must match 
exactly. The account TITLES DO NOT have to match. 
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Troubleshooting Guide - Post Check Register 

If you encounter an error while posting your check register, be sure that you have run Start 
GL Trans File at some time during the current month. If you have not done so, the computer 
will not be able to automatically add transactions to this file. 

Be sure that all of the accounts to which you have posted checks are also valid general 
ledger accounts which have been entered with Add Account. 
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Post From VERSABUSINESS 


Location: F/S MENU 

Function: POST MONTHLY TOTALS FROM VERSAPAYROLL, VERSAPAYABLES, OR 

VERSARECEIVABLES TO VERSALEDGER II 

Description: If you wish to coordinate another VERSABUSINESS program with 

VERSALEDGER II, you should choose the appropriate option on that 
VERSABUSINESS program’s menu each month in order to accumulate 
monthly totals onto a special “posting disk.” You should then run Post 
From VERSABUSINESS in order to enter these transactions into 
VERSALEDGER II. 

Screen Displays and Operator’s Responses 

The screen displays for Post From VERSABUSINESS are very similar to those for Post Check 
Register ; except that when you post form a VERSABUSINESS program you will need to 
remove your transaction disk and replace it with your “posting disk” temporarily. Just 
follow the instructions on the screen. 

Additional Information - Post From VERSABUSINESS 

This option exists only on the 6-digit account version of the program. 

If you wish to post to the 6-digit version of VERSALEDGER II, you need to use the correct 
version of VERSARECEIVABLES, VERSAPAYABLES, and/or VERSAPAYROLL. The instruc¬ 
tions included with these VERSABUSINESS modules will explain that the program is 
designed to post to the new 6-digit accounts. 

If you wish to coordinate another VERSABUSINESS program with VERSALEDGER II, you 
should choose the appropriate option on that VERSABUSINESS program’s menu each 
month in order to accumulate monthly totals onto a special “posting disk.” You should then 
run Post From VERSABUSINESS in order to enter these transactions into VERSALEDGER II. 

Troubleshooting Guide - Post From VERSABUSINESS 

If you encounter an error while posting from a VersaBusiness program, be sure that you 
have run Start GL Trans File at some time during the current month. If you have not done 
so, the computer will not be able to automatically add transactions to this file. 

Be sure that all of the accounts to which you have posted VersaBusiness information are 
also valid general ledger accounts which have been entered with Add Account. 
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Sort File 


Location: MAIN MENU, GL SUBMENU, AND FINANCIAL REPORTING MENU 

Function: SORT A FILE OF CHECK REGISTER ENTRIES OR JOURNAL ENTRIES 

Description: Your Transaction Register will display your journal entries in the order in 

which you entered them If you would like to display the transaction in a 
different order, you should first use this option, which will sort check 
register entries or journal entries in 5 different ways: DATE, PAYABLE 
TO/DESCRIPTION, COMMENT, REFERENCE*/JE* ACCOUNT #. 

( APPLE USERS NOTE: The screen displays will be slightly different on 
your version of the program. It is only possible to sort transactions by 
check number or journal entry number .) 

Screen Displays and Operator’s Responses 

1 . 


1. CHECK REGISTER TRANSACTIONS (A0282) 

2. GENERAL LEDGER TRANSACTIONS (GL0282) 

3. OTHER FILE 

4. NONE (RETURN TO MAIN MENU) 


WHICH FILE WOULD YOU LIKE SORTED? 


If you selected 1 or 2, proceed to step 3. If you selected 3, proceed to step 2. If you selected 
step 4, return to the MAIN MENU. 

2 . 


WHICH FILE WOULD YOU LIKE SORTED? A0282 


3 - 


1. DATE 

2. PAYABLE TO/DESCRIPTION 

3. COMMENT 

4. REFERENCE#/JE# 

5. ACCOUNT# 


BY WHICH FIELD DO YOU WISH TO SORT? 


(Enter the number of your selection and press <ENTER>.) 
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4. 


LOADING ARRAY 
RECORD XX OF XX 
ALPHABETIZING ARRAY 
SORTING, RECORD = XX 
FILE XXX HAS BEEN SORTED 
NOW LOADING MAIN MENU 


5. Return to the MAIN MENU. 

Additional Information - Sort File 

You will probably want to list your checks in check number order. Occasionally you may 
enter a check out of order, such as when you issue a handwritten check. If you then sort 
your check register file by REFERENCE NUMBER, everything will be back in order. 

Journal entries will automatically be assigned numbers when they are entered, such as JE1, 
JE2, etc. You will probably want to list your journal entries in date order, which will 
normally also be the order in which you enter journal entries. If you forget to enter a journal 
entry which should have been made a few days ago, you may wish to sort by DATE after 
entering the old journal entry. Then your Transaction Register will be printed in 
chronological (date) order. 
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TDOS Manual — TRS-80 I/III/4 Only 


The MODEL I and MODEL III/4 versions of VERSALEDGER II are suplied on a simplified 
version of the DOSPLUS operating system called TDOS. If you own a MODEL I or MODEL 
III/4, you maybe interested in reading the TDOS manual. Please note that this information 
is not required in order to use VERSALEDGER II. However, if you are an experienced 
programmer and wish to understand the operation of the program code itself (or if you 
want to customize the program), undoubtedly this manual will be of assistance. 

TDOS Kernel Disk Operating System User’s Manual 

TDOS is a “limited operating system,” and it has an abbreviated command library. A short 
description of each command follows. 

Nomenclature 

The following conventions are observed in this TDOS manual 


Term 

Meaning 

:d 

Drivespec 

:sd 

Source drivespec 

:dd 

Destination drivespec 

filespec 

A valid TDOS filename/ext.password:d 

Auto 

Syntax: 

AUTO command 


The AUTO command allows the user to instruct TDOS to automatically execute some 
pre determined library or object file upon system boot-up. 

Example: If it was desired that TDOS display a file catalog each time TDOS was 
‘’booted” in the TRS-80, the following command would be issued: 

AUTO CAT 

The current AUTO setting may be defeated, or “turned off” by simply typing AUTO and 
pressing ENTER. 

Note that the AUTO command writes information to the TDOS diskette. If you wish to set 
an AUTO command, the TDOS diskette must not be write-protected. 

Break 

Syntax. BREAK (ON) 

BREAK (OFF) 

This command enables or disables the TRS-80’s BREAK key. When BREAK (OFF) is 
executed, the BREAK key will have no effect. To restore the BREAK key to its normal 
function, the BREAK (ON) command should be issued. 
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Cat 


Syntax: CAT :d (I,P,T) 

The CAT command displays a listing of a diskette’s file catalog. It is similar to the more 
complete DOSPLUS 3.4 DIR command. The CAT command has several parameters: 

(I) Invisible files. When this parameter is used, “invisible” files are 
displayed as well as visible files. 

(P) The “P” parameter causes the catalog listing to be printed ont he 
system printer. 

(T) The “T” parameter allows TDOS to display a file catalog of a Model III 
TRSDOS diskette (Model III ow(y). 

Several parameters may be used as a part of a single command, as long as the parameters are 
separated by commas: (I,P,T). 

In order to display a file catalog for any specific disk drive, the user must include the 
“drivespec,” or drive number as part of the CAT command. 

Example: To display a file catalog (including invisible files) of a diskette in drive 
1, the proper command would be: 

CAT .1 (I) 


CONFIG 

Syntax: CONFIG :d (STEP=xr) 

The CONFIG command allows the user to set the “step rate” for each disk drive in the 
system. The allowable stepping rates are 30 (40 on the Model I), 20,12, and 6 milliseconds. 
TDOS is normally configured for the slowest stepping rate in order to accommodate any 
disk drive. If your drive can “step” faster, you may use the CONFIG command to change the 
drive’s stepping rate. 

Copy 


Syntax: COPY filespec:sd :dd 

COPY filespecl:sd filespec2.dd 

The COPY command will make a duplicate, or a copy, of a disk file. The new file may exist 
on the same or a different disk drive than the source file. 

If the file exists on a different drive, the new file may even bear the same filespec as the 
source file. There are two permissible forms of this command, as shown above. The first 
form is a “shorthand” form. Using this shorthand form, a file maybe copied from one drive 
to another, using the name of the source filespec. If the file is to be copied using another 
name, the second form of COPY should be used. 
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Do 

Syntax: DO filespec 

The DO command allows the contents of a text file to act as a “substitute” for user keyboard 
input. For instance, if the file “STARTUP/BLD” contained the following text: 


CAT :1 
BREAK (OFF) 
BASIC 

RUN “TESTPGM” 


The DO command “DO STARTUP” would result in DOSPLUS performing a CATalog on 
drive 1, disabling the BREAK key, entering BASIC and running the program “TESTPGM.” 
The DO command assumes an extension of /BLD unless otherwise specified in the filespec. 

Kill 


Syntax: KILL filespec 

KILL is used to delete a file from the diskette directory and to free the diskette space 
occupied by the file. If a file is password-protected, the password must be supplied in order 
for KILL to function. 

Pause 


Syntax: PAUSE comment text 

The PAUSE command is usually used with the DO command. When the PAUSE command is 
encountered during execution of a DO file, execution is suspended until the user presses 
the ENTER key. An optional comment may follow the PAUSE command, for example: 

PAUSE Insert diskette in drive 0 

would cause execution of a DO file to stop, and the message “Insert diskette in drive 0” 
would be printed on the screen. 

Rename 

Syntax: RENAME filespec 1 filespec2 

The RENAME command allows the user to change a file’s filespec. For example: 

RENAME PAYROLL/DAT PAYDAT/APR 

would change the name of the file “PAYROLL/DAT” to “PAYDAT/APR.” If a file is 
password-protected, the password must be provided in order for RENAME to function. 
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Verify 

Syntax: VERIFY (ON) 

VERIFY (OFF) 

The VERIFY command enables or disables automatic write verification. When dealing with 
very important data, it maybe desirable for TDOS to verify the correctness of each diskette 
write. For such sensitive applications, turn VERIFY (ON). 

TDOS UTILITY PROGRAMS 

BACKUP 

Syntax: BACKUP 

BACKUP :sd 
BACKUP :dd 


BACKUP is used to make duplicates of TDOS diskettes. BACKUP may be used in single- or 
multi-drive systems, although different procedures are used. The “source” and/or 
“destination” drivespecs may be specified on the command line, as shown above, or they 
may be omitted and BACKUP will prompt for the necessary information. 

Single-drive BACKUP 

The following steps are used to create a BACKUP diskette using a single-drive system: 

1. From the TDOS command level, type: BACKUP and press ENTER. 

2. Place the source diskette in drive 0. The computer will query: 

“Source Drive?” 

Type “0” and press ENTER. 

3. Now the message: 

“Destination Drive?” 

is displayed on the screen. Type “0” and press ENTER. 

4. If the system date has not been set, BACKUP will now ask: 

“Backup date (MM/DD/YY):” 

Enter the date in MM/DD/YYf format ( 2 digits for the month, 2 digits for the day, 
and 2 digits for the year) and press ENTER. 

5. Now the computer will flash the message: 

“Insert Source disk ENTER” 

on the screen. Place the source diskette (the one you wish to copy) in drive 0, and 
press ENTER. 
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6. After a moment, the computer will flash: 

“Insert Destination Diskette ENTER” 

on the screen. Remove the source diskette from drive 0 and replace it with the 
destination diskette (the diskette onto which you want to copy), and press 

ENTER 

7. If the destination diskette has been previously formatted, BACKUP will print the 
message: 

“Diskette contains data. Use or not?” 

on the screen. If you do not wish to use the diskette, type “N” and press ENTER. 

This will abort the BACKUP, and you may remove the destination diskette from 
the dirve. 

If you do wish to use the diskette to make a BACKUP, type “Y” and press ENTER. 

You may also force TDOS to re format the diskette by typing “F” and pressing 

ENTER 

BACKUP will now format the diskette if necessary. 

8. BACKUP will now alternately prompt you to swap the source and destination 
diskettes. As it does, insert the proper disk in drive 0 and press ENTER. When 
the BACKUP is complete, the message: 

“Insert SYSTEM disk ENTER” 

will be flashed on the screen. You may now remove the destination diskette from 
drive 0, replace it with a TDOS system diskette and press ENTER. 

press ENTER. 


Multiple-drive BACKUP 

Use the following procedure to BACKUP a diskette on a multi-drive system: 

1. From the TDOS command level, type: BACKUP 

2. The computer will query: 

“Source Drive?” 

Place the source diskette in any drive. Type the number of the drive containing 
the source diskette, and press ENTER. 
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3. Place a blank (or previously formatted) diskette in another disk drive. Now the 
message: 

“Destination Drive” 

is displayed on the screen. Type the number of the drive containing the 
destination diskette, and press ENTER. 

4. If the system date has not been set, BACKUP will now ask: 

“Backup date (MM/DD/YY):” 

If you wish, you may enter the date in MM/DD/YY format ( 2 digits for the month, 

2 digits for the day and 2 digits for the year), and press ENTER. You can skip 
entering the date by just pressing ENTER. 

3. If the destination diskette, BACKUP will print the message: 

“Diskette contains data. Use or not?” 

on the screen. If you do not wish to use the diskette, type “N” and press ENTER. 

This will abort the BACKUP, and you may remove the destination diskette from 
the drive. 

If you do wish to use the diskette to make a BACKUP, type “Y” and press ENTER. 

You may also force TDOS to re-format the diskette by typing “F” and pressing 

ENTER 

BACKUP will now format the diskette if necessary. 

6. The computer will now copy the contents of the source diskette onto the 
destination diskette. When the BACKUP is complete, the message*. 

“Insert SYSTEM Disk ENTER” 

will be flashed on the screen. You may now remove the source and destination 
diskettes, place a TDOS system diskette in drive 0 (if there’s not already a system 
diskette in drive 0), and press ENTER. 

FORMAT 

Syntax: FORMAT 

FORMAT :d 

The FORMAT utility is used to “format” blank diskettes in order to prepare them for use 
under TDOS, or to “re-format” previously formatted diskettes (formatting erases all data 
and program files on the diskette). 

To format a diskette under TDOS, do the following: 

1. From the TDOS command level, type: 


FORMAT ENTER 
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2. FORMAT will prompt you: 

“Which drive is to be used?” 

Place a diskette in any drive (you may remove the system disk from drive 0 if 
necessary), type the number of the drive, and press ENTER. 

3. If the system date has not been set, FORMAT will ask you: 

“Format date (MM/DD/YY)?” 

If you wish, you may enter the date in MM/DD/YY format ( 2 digits for the month, 

2 digits for the day and 2 digits for the year), and press ENTER To skip entering 
the date, just press ENTER. 

4. Now FORMAT will ask: 

“Password?” 

There is no password set on the version of TDOS supplied to you, so skip past this 
question by just pressing ENTER. 

5. The next question is: 

“Number of cylinders (35-96)” 

Enter the number of cylinders (tracks) which you would like to format. On the 
Model 1,35 tracks is standard. On the Model III, 40 tracks is the norm. If you have 
drives that are capable of reading and writing more tracks, you may enter the 
appropriate cylinder count. If you just press ENTER alone, FORMAT will 
assume 40 track drives. 

6. (For Model III TDOS only) 

The final question is: 

“Single or double density?” 

Answer this question with an “S” (for single density) or a “D” (for double 
density). Model III diskettes are normally formatted in double density, so just 
pressing ENTER will make FORMAT default to double-density. For special 
purposes, you may format single-density diskettes by answering “S.” 
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7. If the diskette previously contained data, FORMAT will inform you: 

“Diskette contains data. Use or not?” 

If you do not wish to format the diskette, type “N” and press ENTER to abort the 
format. If you do wish to format the diskette, type “Y” and press ENTER. 

The computer will spend several moments formatting the diskette. When it is 
finished, the computer will flash the message: 

“Insert SYSTEM disk ENTER” 

on the screen. Remove the newly formatted diskette, make sure that a TDOS 
system diskette is in drive 0, and press ENTER. 

COPY1 

Syntax: COPY1 filespec 

COPY 1 is a utility that allows single-drive users to copy files between diskettes. When using 
COPY 1 to move files from one diskette to another, the program will prompt you for System, 
Source, and Destination diskettes. Be very careful to insert the proper diskette at the proper 
time. 

CONVERT 

Syntax: CONVERT :d 

CONVERT wildcard-.sd :dd (param) 

CONVERT is a utility supplied on Model III TDOS that allows the user to read files stored on 
either Model I TRSDOS 2.3 compatible disks, or Model III TRSDOS 1.1, 1.2, or 1.3 
compatible disks. 

CONVERT has two basic forms: 

1. CONVERT :d 

This form is used to render Model I single-density diskettes readable under Model 
III TDOS. The single-density diskette should be placed in any drive and the 
command “CONVERT :d” (where :d is the drivespec for the drive holding the 
diskette to be converted) is typed. After a moment, the DOS READY prompt will 
be displayed on the screen. The single-density diskette is now readable by Model 
III TDOS. 
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2. CONVERT wildcard:sd :dd (param) 

This form is used to copy files from Model III TRSDOS diskettes. The user may 
specify an optional “wildcard” mask. For instance, the command: 

CONVERT GL:1 :0 

would cause all files that start with the letter “GL” to be converted from drive 1 
onto drive 0. 

When converting from Model III TRSDOS version 1.3, the parameter (VI3 ) must 
be specified in order for a proper conversion to take place. For example, to 
convert all of the files from a Model III TRSDOS 1.3 disk in drive 1 onto a TDOS 
disk in drive 2, issue the command: 

CONVERT :1 :0 (VI3) 

BASIC 

Extended TDOS contains the Extended Z80 Disk BASIC interpreter. This TDOS manual 
will only cover the proper syntax for entering BASIC, allocating file areas, and reserving 
high memory. For more detailed information on Extended BASIC, consult the DOSPLUS 
user’s manual. 

The general syntax for entering the BASIC interpreter is as follows: 

BASIC filespec -F:xx -M:yyyyy 

The filespec is an optional BASIC program filename to be loaded and executed 
automatically upon entry to BASIC. 

The “F:xx” is an optional switch that allows the user to specify the number of file buffers 
desired. BASIC defaults to zero files, so if a program requires the use of disk files, this 
parameter must be used. Any number of files from 1 to 15 are valid. The syntax for entering 
BASIC with four files available is: 

BASIC -FA 

The “-M-.yyyy” switch is used to protect a portion of RAM from BASIC’s use. If the user has 
data or programs stored in high memory that BASIC should not disturb, this parameter 
should be used. For example, if a program used a special machine-language input routine 
that resides in high memory starting from 62762 to 65535 decimal, BASIC should be 
entered using the following syntax: 

BASIC -M.62761 

Notice that the address given is below the first address to be protected. 
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Answers to Commonly-Asked Questions 


This section has been provided both to solve certain specific problems that we have found 
to occur frequently, and also to answer other general questions that we are often asked: 

Do I have to set up 2 different charts of accounts, one for my checkbook and one 
for my general ledger? 

YES. If you plan to integrate the checkbook and the general ledger, you must enter 2 
different charts of accounts. Not all general ledger accounts will be check register 
accounts, but all check register accounts must be general ledger accounts. Note that the 
account names do NOT have to match exactly, but the account NUMBERS MUST BE 
IDENTICAL. You can set up your check register chart of accounts with Account 
Development in the MAIN MENU. You can set up your general ledger chart of accounts 
with Add Account , Delete Account , Query Account, and Edit Account in the GENERAL 
LEDGER SUBMENU. 

How high can my account numbers go? How many accounts can I have? 

On some versions of VERSALEDGER II, you used to be limited to 615 accounts, each 
numbered somewhere between 1 and 615. If you have received this manual, you have 
received the 6-digit account version, which can store account numbers as high as 999999. 
On the 6-digit version, the maximum NUMBER of accounts varies from 300 ( MODEL III) to 
1000 (CP/M and IBM machines with 60,000 bytes free after loading BASIC). If you try to 
use more than 300 accounts and received a DISK FULL or OUT OF MEMORY error, you 
cannot use that many accounts. 

My data disk was accidentally scratched, ruining all of my data. Is there any way I 
can guard against this type of catastrophe? 

YES. It is crucial for you to make backup copies of your data routinely. This cannot be 
stressed enough. If this is not done, you risk losing all of your company’s financial 
information. 

Backup (extra) copies of your data can be made with the standard copying procedure for 
your computer (see section 1 of this manual). We suggest that you make extra copies at 
least once a day, and twice a day when you are entering a large amount of data. As a 
general rule, IF YOU WOULD BE UPSET IF THE DISK IN THE DRIVE WERE SUDDENLY 
DAMAGED, YOU SHOULD MAKE A BACKUP NOW. 

Please follow our advice and make backup copies religiously. We have seen too many 
instances in which customers have neglected this advice and lost all their data due to 
external damage. If you do lose your data and call us for assistance, THERE WILL BE 
NOTHING WE CAN DO. It is ESSENTIAL that you heed this advice now, or you will be very 
sorry later. 

I received an error message with VERSALEDGER II, so I typed CONT and ENTER. 
The program produced all sorts of strange results after this. Why? 
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If you receive an error message while running VERSALEDGER II, DO NOT EVER TYPE 
CONT ENTER. This can have DISASTROUS results. If an error Message appears, it appears 
for a reason. You cannot simply ignore it. Follow the instructions at the end of this section, 
and restart the program. 

If for some reason you are using the program and it appears to enter an endless loop, or if 
you are printing a report and wish to stop in the middle, it is possible to stop the program 
while it is running. Simply press the BREAK key ( or Control-C on APPLE or CP/M systems). 
Then type CLOSE ENTER. If you do not enter this CLOSE command, you may destroy 
some of your data. After entering this command, you may shut down the system or restart 
the program. 

I printed my income statement for the first time, and I got a DIVISION BY ZERO 
error. Why did this happen? (NOTE: DIVISION BY ZERO is error number 133 on the 
APPLE and error number 11 on all other models.) 

An income statement can be printed only if there is some income in the CURRENT 
BALANCE of at least one “I” account. 

If you attempt to print an income statement and there is no income in your chart of 
accounts, when the computer divides by your total income (which will be $0.00), a 
DIVISION BY ZERO will occur. The solution is to use Edit Account and change the 
CURRENT BALANCE of one INCOME account to $0.01, then print the income statement, 
then use Edit Account again in order to change the INCOME account’s balance back to 
$ 0 . 00 . 

How can I interpret the error messages given by VERSALEDGER II? 

When an “error” occurs, a message such as the following will be displayed: 

ERROR NUMBER XX HAS OCCURRED IN LINE YY 
Please consult your manual for explanation. 

The following is a list of what these error numbers represent. If you still cannot resolve the 
difficulty, read the instructions in section 5, “HELP!” Please be sure to write down the 
EXACT error number and line, as well as the EXACT NUMBER OF THE OPTION YOU 
WERE RUNNING FROM THE MAIN MENU. 

I get an ERROR 53 IN LINE XXX on my CP/M computer when I try to run the 
program. What am I doing wrong? 

First, list the line indicated in the error message by typing the command: 

LIST XXX RETURN (where XXX = the line number indicated). The line displayed 
should contain an “OPEN” statement such as the following: 

OPEN “I”, 2, FILENAME 

Make note of the filename displayed, then take a directory of each disk and look for the 
filename in the directories. It should appear in the directory of your Program disk. If it is on 
your Data disk instead, you must copy the file over to your Program disk with the following 
command (from the CP/M A> prompt): 

PIP A:=B:FILENAME RETURN 

Then you can boot and run the program normally. 
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Apple Error Codes 

ERROR NUMBER EXPLANATION SOLUTION 


0 

Next Without For 

Contact Computronics. 

16 

Syntax Error 

Contact Computronics. 

22 

Return W/O Gosub 

Contact Computronics. 

42 

Out of Data 

You tried to look at a check register or journal 
entries which were not entered. Check to be 
sure that the correct “checking account” and 
“GL Trans File Name” have been set up with 
the two “initialization” options. 

53 

Illegal Quantity 

Contact Computronics. 

69 

Overflow 

The number you entered was too large. 

77 

Out of Memory 

Either you do not have enough memory or you 
entered too many journal entries in a row. Try 
entering only 10 journal entries at a time and 
entering “end” after each group of 10. 

90 

Undefined Subscript 

Contact Computronics. 

107 

Bad Subscript 

Either you have entered too many check 
register accounts or you have set your maxi¬ 
mum number of general ledger accounts too 
low. 

120 

Redimensioned Array 

Contact Computronics. 

133 

Division by 0 

You have printed an income statement with¬ 
out entering any income. See page 4/2. 

163 

Type Mismatch 

Contact Computronics. 

176 

String Too Long 

Contact Computronics. 

191 

Formula Too Complex 

Contact Computronics. 

224 

Undefined Function 

Contact Computronics. 

254 

Bad Input Response 

Re-enter the information in the correct form. 

255 

Ctrl-C Interrupt 

You hit Ctrl-C while running the program. 
Solution: Reboot. 

4 

Write Protected Disk 

Remove the write-protect label from your 
program and/or data disk. 

5 

End of Data 

You tried to look at checks or journal entries 
in a month in which none exist or you used 
the wrong program disk. Run Initialization in 
the GL Submenu and be sure your max, * 
acounts is correct for the data disk you are 
using and that all filenames (such as GL0184 
or A0284 ) are correct. 

6 

File Not Found 

Either you tried to read a file which does not 
exist or you inserted the wrong disk(s). 

7 

Volume Mismatch 

You inserted the wrong disk. 

8 

Disk I/O Error 

Your disk or drive is defective. 
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NOTE: IF YOU RECEIVE ERROR 8 YOU HAVE A BAD DISK OR A BAD DRIVE. YOU DO 
NOT NEED TO CALL FOR TECHNICAL SERVICE. 


9 

Disk Full 

10 

File Locked 

11 

Command Syntax 

12 

Illegal Direct 

13 

Not Basic Program 

14 

Program Too Large 

15 

Not Binary File 


See special instructions for your computer in 
Section 1. 

Use the unlock command to unlock the file. 
Be sure that you have entered everything 
correctly in the Initialization options. 
Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 
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TRS-80 Model I/III/4 Error Codes 


ERROR NUMBER 

EXPLANATION 

SOLUTION 

1 

Next Without For 

Contact Computronics. 

2 

Syntax Error 

Contact Computronics. 

3 

Return W/O Gosub 

Contact Computronics. 

4 

Out of Data 

Contact Computronics. 

5 

Illegal Function Call 

Contact Computronics. 

6 

Overflow 

Number too large - reenter 

7 

Out of Memory 

Memory limit exceeded - you probably enter¬ 
ed too many check register accounts 

8 

Undefined Line 

Contact Computronics. 

9 

Subscript Out of Range 

Either you have entered too many check 
register accounts with account development 
or you have set your maximum number of 
accounts too low. 

10 

Redimensioned Array 

Contact Computronics. 

11 

Division by Zero 

You have printed an income statement with¬ 
out entering any income. See text above. 

12 

Illegal Direct 

Contact Computronics. 

13 

Type Mismatch 

Contact Computronics. 

14 

Out of String Space 

You probably entered too many check register 
accounts or used account names too long. 

15 

String Too Long 

Contact Computronics. 

16 

String Formula 

Too Complex 

Contact Computronics. 

17 

Can’t Continue 

Reboot. 

18 

No Resume 

Contact Computronics. 

19 

Resume W/O Error 

Contact Computronics. 

20 

Unprintable Error 

Contact Computronics. 

21 

Missing Operand 

Contact Computronics. 

22 

Bad File Data 

Contact Computronics. 

23 

Disk Basic Only 

Contact Computronics. 

51 

Field Overflow 

Contact Computronics. 

52 

Internal Error 

No checks (or journal entries) have been 
entered. 

53 

Bad File Number 

No checks (or journal entries) have been 
entered. 

54 

File Not Found 

You did not enter any check register accounts. 

55 

Bad File Mode 

No checks (or journal entries) have been 
entered. 

58 

Disk I/O Error 

Defective drive or disk. 
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NOTE: IF YOU RECEIVE ERROR 58 YOU HAVE A BAD DISK OR A BAD DRIVE. YOU DO 
NOT NEED TO CALL FOR TECHNICAL SERVICE. 


62 

Disk Full 

63 

Input Past End 

64 

Bad Record Number 

65 

Bad Filename 

67 

Direct Statement 

68 

Too Many Files 

69 

Disk Write Protected 

70 

File Access Denied 


See special instructions for your computer in 
Section 1. 

Contact Computronics. 

Contact Computronics. 

You entered a bad response during one of the 
initialization options. 

Contact Computronics. 

You booted without your data disk in drive 1 
or your disk(s) are write-protected. 

Remove write-protect label from program 
and/or data disk(s). 

Enter Correct Password. 
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SOLUTION 


TRS-80 Model 11/12/16 Error Codes 


ERROR NUMBER 

EXPLANATION 

1 

Next W/O For 

2 

Syntax Error 

3 

Return W/O Gosub 

4 

Out of Data 

5 

Illegal Function Call 

6 

Overflow 

7 

Out of Memory 

8 

Undefined Line 

9 

Subscript Out of Range 


10 

Redimensioned Array 

11 

Division By Zero 

12 

Illegal Direct 

13 

Type Mismatch 

14 

Out of String Space 


15 

String Too Long 

16 

String Formula 

Too Complex 

17 

Can’t Continue 

18 

Undefined Function 

19 

No Resume 

20 

Resume W/O Error 

21 

Undefined Error 

22 

Missing Operand 

23 

Buffer Overflow 

24-49 

Undefined Error 

50 

Field Overflow 

51 

Internal Error 

52 

Bad File Number 

53 

File Not Found 

54 

Bad File Mode 

55 

File Already Open 

56 

Disk I/O Error 


Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Numbers too large - reenter. 

You probably entered too many check register 
accounts. 

Contact Computronics. 

Either you have entered too many check 
register accounts with account development 
or you have set your maximum number of GL 
accounts too low. 

Contact Computronics. 

You have printed an income statement with¬ 
out entering any income. See text above. 
Contact Computronics. 

Contact Computronics. 

You have entered too many check register 
accounts or you have used account names 
which are too long. 

Contact Computronics. 

Contact Computronics. 

Reboot. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Reboot and re-enter information. 

Contact Computronics. 

Contact Computronics. 

No checks (or journal entries) have been 
entered. 

No checks (or journal entries) have been 
entered. 

You did not enter any check register accounts. 
No checks (or journal entries) have been 
entered. 

Contact Computronics. 

Defective Disk or Drive 
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NOTE: IF YOU RECEIVE ERROR 56 YOU HAVE A BAD DISK OR A BAD DRIVE. YOU DO 
NOT NEED TO CALL FOR TECHNICAL SERVICE. 


57-58 

Undefined Error 

9 

Disk Full 

60 

Input Past End 

61 

Bad Record Number 

62 

Undefined Error 

63 

Mode Mismatch 

64 

Undefined Error 

65 

Direct Statement 

66 

Undefined Error 


Contact Computronics. 

See special instructions for your computer in 
Section 1. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 
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CP/M and IBM Error Codes 

ERROR NUMBER EXPLANATION SOLUTION 


1 

Next Without For 

2 

Syntax Error 

3 

Return W/O Gosub 

4 

Out of Data 

5 

Illegal Function Call 

6 

Overflow 

7 

Out of Memory 


8 

Undefined Line 

9 

Subscript Out of Range 

10 

Redimensioned Array 

11 

Division by Zero 

12 

Illegal Direct 

13 

Type Mismatch 

14 

Out of String Space 


15 

String Too Long 

16 

String Formula Too 
Complex 

17 

Can’t Continue 

18 

Undefined Function 

19 

No Resume 

20 

Resume W/O Error 

21 

Undefined Error 

22 

Missing Operand 

23 

Buffer Overflow 

24 

Device Timeout 

25 

Device Fault 

26 

For Without Next 

27 

Out of Paper 

29 

While Without Wend 

30 

Wend Without While 

50 

Field Overflow 

51 

Internal Error 


Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Number too large -reenter. 

You have entered too many check register 
accounts or you do not have at least 26K free 
after loading MBASIC. It does not matter how 
much memory your computer has, per se. 
What matters is that you have 28K free after 
loading MBASIC. 

Contact Computronics. 

You have entered too many check register 
accounts or you have set your maximum 
number of GL accounts too low. 

Contact Computronics. 

You have printed an income statement with¬ 
out entering any income. See text above. 
Contact Computronics. 

Contact Computronics. 

You have entered too many check register 
accounts or you do not have at least 26K free 
after loading MBASIC. It does not matter how 
much memory your computer has, per se. 
What matters is that you have 26K free after 
loading MBASIC. 

Contact Computronics. 

Contact Computronics. 

Reboot 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

Reboot and re-enter information. 

Turn On Your Printer. 

Hardware Error - Check Your Computer. 
Contact Computronics. 

Add Paper To Your Printer. 

Contact Computronics. 

Contact Computronics. 

Contact Computronics. 

No checks (or journal entries) have been 
entered. 
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52 

Bad File Number 

No checks (or journal entries) have been 
entered. 

53 

File Not Found 

You did not enter any check register accounts. 

54 

Bad File Mode 
entered. 

No checks (or journal entries) have been 

55 

File Already Open 

Contact Computronics. 

57 

Disk I/O Error 

Defective Disk or Drive. 


NOTE: IF YOU RECEIVE ERROR 57 YOU HAVE A BAD DISK OR A BAD DRIVE. YOU DO 
NOT NEED TO CALL FOR TECHNICAL SERVICE. 


58 

File Already Exists 

Contact Computronics. 

61 

Disk Full 

See special instructions for your computer in 
Section 1. 

62 

Input Past End 

Contact Computronics. 

63 

Bad Record Number 

Contact Computronics. 

64 

Bad File Name 

You entered something wrong in one of the 
initialization options. 

66 

Direct Statement 

Contact Computronics. 

67 

Too Many Files 

Contact Computronics. 

68 

Device Unavailable 

Check your computer. 

69 

Communication 

Overflow 

Contact Computronics. 

70 

Disk Write Protected 

Remove write protect label. 

71 

Disk Not Ready 

Drive door open or disk not in drive. 

72 

Disk Media Error 

Bad drive or bad disk. 

73 

Advanced Feature 

Contact Computronics. 
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HELP! 


Although much testing and research has gone into developing VERSAUEDGER II and this 
manual, you may still want some extra assistance in understanding some aspect of the 
program. Computronics does have a staff of in-house programmers available for technical 
support. We only ask that you read and follow these instructions before contacting 
Computronics. 

1. If you come across an error which you do not understand, read the section called 
“ANSWERS TO COMMONLY ASKED QUESTIONS,’’ in this manual. We have designed 
this section to be a troubleshooting guide-, you may be able to find the solution to your 
problem there. 

2. If your question is about a specific option in the program or a specific question the 
computer asks you, read the appropriate section of the manual. Remember, every 
input displayed by VERSALEDGER II is explained in this manual. 

3. If you still cannot find an answer to your question, we would be glad to assist. Please 
have the following information on hand: 

• Your computer model (such as TRS-80 Model I). 

• A copy of your original invoice or sales receipt. 

• Exactly what the computer displayed. 

(NOTE: Please write this down character by character, it is important to know 
exactly what the computer displayed.) 

• What options you used, and what data you entered immediately before the error 
occurred. 

• The serial number from your disks. 

Please understand that we would like to answer your questions and help you to start using 
VERSALEDGER II as quickly as possible. However, if you do not have any of the above items, 
we will not be able to answer your questions. Computers can be affected by extremely 
subtle mistakes when entering information. By preparing the above information before you 
call, you can help us to isolate the cause of your difficulties. 

It is strongly suggested, but not required, that you call use when you’re actually running 
your computer. By doing this, we may be able to “talk you through” your difficulties, or tell 
you how to ask the computer certain “questions” that will aid in the diagnosis of your 
problem. 

When you do call, there are 3 possible solutions you may be given: 

I. IMMEDIATE EXPLANATION - If you call because you do not understand what a 
particular program feature does or because you received an error message, you will 
most likely be given an immediate explanation of what caused the problem or how the 
option works. 
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II. PROGRAM PATCH - If you call about a program problem which has already been 
encountered and corrected, you will be offered a “patch” or program modification, 
over the phone. If you are not at all familiar with BASIC programming, you may choose 
to return your original disks to Computronics, 50 N. Pascack Road, Spring Valley, NY 
10977. In this case, you will be given new disks free of charge. 

If you are somewhat familiar with BASIC programming, or if you would like to try to 
learn by following the instructions, you should do the following: 

1. The programmer on the phone will tell you to run the program and go to a 
particular menu option. After you go to that menu option, you should choose END 
PROGRAM in order to return to BASIC. 

2. The programmer will tell you a certain “line number” in the program which needs 
to be changed. For example, if you need to make a change on line number 2103, 
you should type LIST 2103 ENTER. 

3. The computer will again display the line number, followed by a portion of 
VERSALEDGER II in computer langauge (BASIC). For example, the screen might 
look like this: 

2103 FOR I = 1 TO 100:PRINT LNEXT I 

4. You will be told a certain part of the line which needs to be changed. You should 
retype the entire line with the change that you are told. Spaces, commas, periods, 
and all other characters are very important. Be sure to enter the line exactly as you 
see it, except for the change you are told to make. For example, if you were told to 
change 100 to 1000, you would enter the following: 

2103 FOR I = 1 TO 1000:PRINT LNEXT I ENTER 

5. Finally, you should save the new version of the program on disk. Be sure your 
program disk is in your first disk drive (drive 0, or 1, or A, depending on your 
computer). You will be given the name of the program to be saved. Assuming the 
name of the program were VERSALED, you would type the following to save the 
program: 

APPLE OWNERS: 

SAVE VERSALED,D1 RETURN 


ALL OTHER COMPUTER OWNERS: 
SAVE “VERSALED” ENTER 
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III. MAILING YOUR DISKS - If your question is one which requires evaluation of your 
disks, we may request that you mail your disks to us. Please bear in mind that although 
we understand your need to get your system computerized quickly, there are times 
when it is possible to diagnose your problem over the phone. 

When you do mail your disks back to us, please be sure to follow these instructions: 

• Mail us the disks which you are actually USING, not your originals. Be sure to 
include both the program and data disk(s), if your computer requires more than 
one disk. 

• Enclose a copy of your original invoice or sales receipt. 

• Enclose a brief note explaining your problem. Even if you have spoken with 
someone on the phone, you should include a complete description of the problem, 
and you MUST identify what computer you are using. 

• TELL US WHAT COMPUTER YOU OWN! 
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Technical Information 


The information in this section of the manual is provided to assist you if you would like to 
modify VERSALEDGERII. You do not need to understand this in order to use the program 
but you must be a competent BASIC programmer in order to utilize this information. 

An Explanation of the Disk Files 

PROGRAMS: 

1. VERSALED - MAIN MENU (CHECK REGISTER) 

2. VERS2 - GENERAL LEDGER SUBMENU 

3. REPORT - FINANCIAL STATEMENTS AND CHECK REGISTER POSTING 

4. SYSMEM - SYSTEM MENU 

5. SORT5 - TRANSACTION SORT PROGRAM 
DATA FILES AND PARAMETER FILES 

1. VLPARAM/DAT - Sequential File - Contains company name and address, checking 
account name, ACCOUNT FILENAME, etc. - defined in Initialization of the SYSTEM 
MENU. 

2. GLPARAM/DAT - Sequential File - Contains general ledger account file name, 
transaction file name, etc. - defined in Initialization of the GENERAL LEDGER 
SUBMENU. 

3. GLDATE/DAT - Sequential File - Contains the present value of “Today’s Date”. 

4. INCOME/DAT - Random File - Income Statement Format File 
3. BALANCE/DAT - Random File - Balance SHeet Format File 

6. GLACCT/DAT - Random File - Contains general ledger account titles and balances 

7. EXPENSES - Sequential File - Contains check register account numbers and titles 

8. A0184, A0284 - Random Files - Check Register Transaction 

9. GL0184, GL0284 - Random Files - General Ledger Transactions 
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Tips for Advanced Users 

When you begin to use VERSALEDGER II on a regular basis, no doubt you will discover 
various “tricks” which help you to use the program faster or which let you do things for 
which the program was not even designed. 

In this section are some suggestions for applying VERSALEDGER II, intended for 
experienced users. Some of these techniques were suggested ( “invented” ) by users of the 
program. By all means, we encourage you to contribute your ideas for using VERSALEDGER 
II. Such suggestions may be included in future releases of this manual. 

1. As VERSALEDGER II was designed, it is not possible to display a Transaction Register 
on your screen. However, on some versions of the program, if you use Change Active 
File and change your CHECKING ACCOUNT to, for example, GL0284, you will be able 
to look at your journal entries on your screen by using Review Checkbook. In some 
cases, it is also possible to use Edit Item or View Transaction in the MAIN MENU. 
These two options would be faster than Edit Transaction in the GENERAL LEDGER 
SUBMENU because you can look at or edit a transaction by ITEM NUMBER. 

2. You may wish to keep track of a CASH DISBURSEMENTS JOURNAL or a CASH 
RECEIPTS JOURNAL. You can do this by considering a CHECK REGISTER to be such a 
journal. You could then post each “checkbook”, or journal, to your general ledger one 
at a time. 

3. You may wish to print financial statements other than a BALANCE SHEET or an 
INCOME STATEMENT. For example, you might want to print a STATEMENT OF 
CHANGES IN FINANCIAL CONDITION. You could do this by formatting a special 
BALANCE SHEET. The report would still say BALANCE SHEET on top, but it could be 
formatted to be many reports other than just a BALANCE SHEET. See situation # 3 
under GENERAL LEDGER SUBMENU Initialization in this manual for more informa¬ 
tion. 
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Ordering Tractor-Feed Business Forms 

Our official forms supplier is RAPIDFORMS, Inc. They offer low cost forms and quick 
service. 

Call or write to RAPIDFORMS at: 

RAPIDFORMS, Inc. 

501 Benigno Blvd. 

Bellmawr, NJ 08031 

TOLL-FREE (800) 257-8354 

(In New Jersey call 800-322-5587 or 609-933-0480) 

Order these forms: 

CHECKS: VERSABUSINESS FORM * H2847 

WINDOW ENVELOPES: VERSABUSINESS FORM * HDW 3787 
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Differences Between 3-Digit/6-Digit Versions 


Several new features have been added to various versions of VERSALEDGERII. These new 
features, collectively referred to as the “6-digit Account Version,” have been released on 
varying dates, beginning January 20, 1984, on several different computers. If you have 
received this 6-digit manual then you have received the 6-digit version of the program. 

The new 6-digit version of VERSALEDGER II includes the following: 

• General Ledger Account Numbers as long as six digits, rather than the previous 3-Digit 
Account Numbers. 

• An easier way to create departmentalized balance sheets and income statements. 

• Storage of Names and Addresses of people to whom you frequently issue checks, with 
names and addresses printed on the actual check. 

• The ability to print a name and address on any check in the proper position for a 
window envelope. 

• The ability to print comments on the check stub. 

• The ability to include a detailed itemization of account numbers and amounts on the 
stub of a check entered as a “multiple distribution” between various accounts, such as 
a credit card payment. 

If you are just starting to use VERSALEDGER II, you need not be concerned with the exact 
differences between the two versions of the program. The instructions in this manual apply 
to the 6-digit version of the program which you will be using. If, however, you have used a 
previous version of VERSALEDGER II and wish to use some of the new features, you will 
need to follow special instructions in order to use the new program with your old data 
disk(s). These instructions can be found in the following pages, entitled CONVERTING 
TO 6-DIGIT ACCOUNTS. 
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Converting to 6-Digit Accounts - All Computers 


If you have already used the 3-digit version of VERSALEDGERII, there are several points you 
should keep in mind. With few exceptions, all instructions found in your old manual apply 
to the new version of VERSALEDGER II which you have received, however, please keep the 
following points in mind: 

• Whenever the old manual refers to sample data from 1983, such as A0283 or GLO183, 
you should keep in mind that your new sample data is from 1984. Therefore, you have 
sample data on your disk such as A0284 and GLO 184. If you are a previous owner of 
VERSALEDGER II and are updating to the new 6-digit accounts, you will not need this 
sample data. Instead, you will update your current program disk to include 6-digit 
accounts, as described in the next section of this addendum. 

• Your old manual mentions a maximum number of 615 accounts, as well as a maximum 
account number of 615. In other words, with the previous 3-digit version of the 
program, 615 was both the maximum account number and the maximum number 
of accounts. With the new 6-digit version, you will have a somewhat smaller 
maximum number of accounts (300 accounts), but you will have a much larger 
maximum account number (up to 999999). Any mention in the old manual of 
account “density” and increased speed by using account numbers close together 
DOES NOT APPLY to your version of the program. 

• Your old manual explains that if you use Start GL Account File in the SYSTEM MENU, 
you will destroy all existing general ledger accounts. In addition, it explains that it is 
not possible to delete a complete month’s checks or journal entries with Start 
Checkbook or Start GL Trans File on the TRS-80, nor is it possible to change your next 
check number, starting checkbook balance, or next journal entry number on CP/M 
computers. This information is no longer applicable to your program. Whenever you 
start an account file or a transaction file, the computer will remind you if information 
already has been entered, and you will be able to destroy the existing information, 
keep the existing information, change your starting balance or next transaction 
number, or use a different maximum number of accounts. 

• Your old manual explains a method to generate departmentalized reports by 
formatting several different income statements. Three new features, accumulation 
lines, itemization lines, and department numbers, make printing departmentalized 
balance sheets and income statements much easier. The instructions later in this 
addendum explain how to go about this. 

• All other information within your old manual is correct. However, several additional 
features and/or menu options have been added, such as Sort Accounts on the 
GENERAL LEDGER SUBMENU, Vendor Development on the SYSTEM MENU, and Post 
From VERSABUSINESS on the F/S MENU. Therefore, while all information in your old 
manual is correct, you should replace it with this new manual, which will give you a 
complete picture of the operation of your particular version of your new 6-digit 
program. 
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Converting To 6-Digit Accounts — TRS-80 Model III 


“Old” data disks will work correctly with the new version of VERSALEDGERII. Although 
information is stored in a different way by the two versions of VERSALEDGER II, the new 
version has been designed to recognize (“read”) data from either the old or new version. 
However, the new version will create (“write”) new data only in the new format. 
Therefore, the new version of VERSALEDGER II can be used with old data, but new data 
CANNOT be used with the old program. 

Although your old data disks can be used with your new program, you must update your 
program disk to the new version of VERSALEDGER II. It is not possible for you to simply 
boot up with the new disk which we sent to you because your general ledger accounts are 
kept on your program disk. This is how to update your working program disk: 

1. Boot up with your current program disk in drive 0 and your current data disk in drive 1, 
as usual. 

2. When the MAIN MENU appears, choose END PROGRAM. 

3. Type the following: 

KILL“VERS2”ENTER 

KILL“REPORT”ENTER 

cmdenter 

4. Remove your working data disk from drive 1 and insert your new program disk which 
we sent you. 

5. Type the following: 

COPY VERSALED: 1 :0 ENTER 
COPY SYSMEN:1 :0 ENTER 

6. Insert your current data disk into drive 1 again and reboot your computer. (Press the 
orange RESET button.) 

7. When the MAIN MENU appears, choose to go to the SYSTEM MENU. 

8. From the SYSTEM MENU, choose START GL ACCOUNT FILE. When you are asked the 
appropriate computer, you should say that you wish to chnge the size of your general 
ledger ACCOUNT FILE. Don’t worry — although the previous versions of VERSA¬ 
LEDGER II erased all of your accounts whenever you ran START GL ACCOUNT FILE, 
the new version will let you change your maximum number of accounts without 
erasing your existing accounts. 

9. You should choose a maximum number of accounts less than the current 615. You 
must do this because the new version of the program is larger, and therefore you must 
make room on your program disk for all of the new program, as well as your accounts. 
You can use any maximum number of accounts between 1 and 300. 
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10. Choose FORMAT REPORTS from the SYSTEM MENU and choose to format your 
INCOME STATEMENT and then your BALANCE SHEET. Each time you do this, the 
program will automatically update your FORMAT FILES for the new version of 
VERSALEDGERII. (The program will display a message to inform you this updating is 
being done.) You can then choose to return to the SYSTEM MENU. 

11. From the SYSTEM MENU, choose END PROGRAM. 

12. Type CMD ENTER. 

13- Remove your data disk from drive 1 and instead insert your new program disk which 
we sent you. 

14. Type the following: 

COPY REPORT: 1 :0 ENTER 
COPY VERS2:1 :0 ENTER 
COPY SORT5:l :0 ENTER 

15. Remove your new original program disk from drive 1 and replace it with your working 
data disk. Keep your updated program disk in drive 0. 

16. Reboot your computer and from the MAIN MENU choose to enter the GENERAL 
LEDGER SUBMENU. As soon as you do this, the computer will automatically create an 
INDEX of your general ledger accounts. You need not be concerned with this index 
—it will automatically be updated in the future whenever you add or delete accounts. 
You should simply be aware that an index exists in the new version of the program in 
order to rapidly locate your accounts from among the possible 999,999 account 
numbers, as compared to the previous 615 possible account numbers, in which an 
index was not required to locate an account balance. 

17. Your program has now been updated. You may wish to EDIT your general ledger 
account numbers with Edit Account. Please keep in mind, however, that transactions 
and financial statement format files will NOT automatically be updated to reflect these 
new account numbers. Therefore, you may wish to wait until the beginning of a new 
period or new year before changing your account number to 4-, 5-, or 6-digits. 

Some Advice Regarding Storage Capacity 

If you have been using VERSALEDGER II before you received the 6-digit account version, 
more than likely you have been using the suggested 300 format file lines. You can still use 
your “old” format files and data with the “new” program, but you should realize that your 
program disk will be almost completely full. 

If you use 300 format lines per financial statement (balance sheet or income statement), 
you will be able to store 300 accounts. Remember — both your general ledger accounts 
and your format files are kept on your program disk. However, your VENDORS (created 
with VENDOR DEVELOPMENT) will also be stored on the program disk. With 300 
accounts and 300 entries per format file, you will only be able to store about 20 vendors on 
your program disk. Therefore, we suggest that you KILL and re-START your FORMAT FILE 
or that you use START GL ACCOUNT FILE and change your maximum number of accounts 
to a smaller number. 
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Index to VERSALEDGER II Manual 
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Change Active Account File, 2/42 
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Change an Entry, 2/42 

Change Entry, 2/10 

Charge Amount, 2/27 
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Check Register Posting, 1/55; 2/109 
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Check Register Posting Report, 2/121 
Checking Account, 1/55; 2/2, 3, 5, 50, 51, 120, 122 
Checking Account Name, 1/55; 2/2 

Checks, 2/3, 5,22,23,25,28,29,30,31,34,40,41,49,54,57,58,60,61,90,120,122,123,126; 
7/1; 8/1; 9/1 
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Clearing Your Screen, 1/23, 28, 32 

Close Out All General Ledger Accounts,* 2/106 

Codes, 1/23, 28, 32 
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Comment, 2/26, 27, 34, 52, 81, 82, 84, 85, 89, 125 

Comment Field, 2/120, 122 

Compressed, 2/53, 104 
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Cont, 2/67 

Copy, 1/7, 9, 10, 34 
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CP/M ERROR CODES, 4/9 

Credit, 2/26, 27, 122 

Current Balance, 1/50, 51; 2/72, 73, 75, 76, 118; 4/2 
Current Earnings, 2/21, 114 
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Daily Procedures, 1/53, 54 

Data File Drive, 2/2, 4 

Date, 2/26, 27, 34, 81, 82, 84, 85, 89, 125 

Debit, 2/26, 27, 122 

Delete Account, 2/78 

Delete An Entry, 2/42 

Delete Entry, 2/10 

Delete Item, 1/53, 56 

Denominator, 1/50 
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Depreciation. 2/84 
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Detailed Monthly Trial Balance, 2/100, 101 

Detailed Reports, 2/104 

Detailed Trial Balance, 2/99 

Disk Files, 6/1 

Disk Organization, 1/7, 10, 12, 22, 26, 34, 37, 39, 41, 43 
Division By Zero, 1/54; 4/2 
Dosplus, 1/37; 3/1 

E 

Edit Account, 1/52, 53; 2/76, 77, 78, 103, 104, 106, 118; 4/1, 2; 9/3 

Edit Item, 1/53, 56; 2/34, 35, 36, 38; 6/2 

Edit Transaction, 2/35, 76, 82, 85, 87, 104; 6/2 

80-Column Printer, 1/15; 2/53, 104 

End Acct *, 1/52; 2/11, 19 
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End Dept * 1/52; 2/11 

End of Month, 2/107 

End of Period, 1/56; 2/21, 74, 106 

End of Year, 2/107 

End Program, 2/67, 108; 5/2; 9/2, 3 

Ending Department Number, 1/52; 2/20 

Enter Company Information, 2/2 

Enter/Modify Next JE # , 2/7 

Enter/Modify Starting Checkbook Information, 2/5 

Entry Is Unbalanced, 2/84 

Error Messages, 4/1, 7, 9 

Expenses, 2/72, 74, 118 

Expense Accounts, 1/50; 2/107 

F 

F/S & Check Register Posting Menu, 2/109 

Files, 1/8, 24, 29, 36 

Financial Reporting, 2/109 

Firm Name, 2/2, 4 

Format, 1/7 

Format Filename, 2/8 

Format Income Statement/Balance Sheet, 2/10 
Format Reports, 1/52; 2/10, 17, 19, 21, 70, 77, 110, 115 

G 

General Ledger Submenu, 2/68 
GL Acct File Drive, 2/69, 71 
GL Acct File Name, 2/6, 69, 70, 71 
GL Trans Account, 2/7 
GL Trans File Drive, 2/69, 72 
GL Trans File Name, 1/49; 2/69, 71 
GLACCT/DAT, 2/6 

H 

Help!, 5/1 

How To Go Back To A Previous Month, 1/56, 57 

HowTo Remove The Sample Data, 1/8, 11, 12, 21, 24, 29, 33, 36, 38, 39, 41, 43 
How To Use the Menus, 1/12, 37, 39, 41 

I 

IBM Error Codes, 4/9 
Income, 2/72, 74, 118 
Income Accounts, 1/50, 2/107 
Income Filename, 2/69 

Income Statement, 1/51, 56; 2/8, 10, 11, 12, 21, 70, 77, 105, 115, 116, 117, 118; 6/1, 2; 9/3 
Income Statement Format File, 1/51; 2/15, 16 
Initial Balance, 2/5 
Initial Check # , 2/5 

Initialization, 1/8,10,13,19,21,24,25,30,36,38,40,42,44,48,49,55,56; 2/2,3,5,6,7,9,30, 

32, 33, 36, 39, 41, 45, 47, 51, 57, 60, 64, 65, 69, 70, 107, 122; 4/3, 4, 6, 10; 6/1, 2 

Insert In File, 2/42 

Item *, 2/37 

Item # To View, 2/31 
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Item Number, 2/32 
Item To Delete, 2/37 
Item To Edit, 2/34 
Itemization Line, 1/32; 2/18 

J 

JE * 2/89,125 

Journal Entry, 1/54, 57; 2/76, 81, 82, 83, 84, 87, 92, 103, 104 

L 

Liabilities, 1/50; 2/21 
Line* 1/52; 2/11, 17 

List By Account, 1/53, 56, 58; 2/3, 5, 42, 51, 53, 61, 63, 64, 65, 122 
List File, 2/42 

List Outstanding Checks, 1/56; 2/48, 51, 58, 60 

M 

Main Menu, 2/24 

Maintain a Chart of Accounts, 2/42 

Making a Backup of Your Original Disks, 1/9, 12, 16, 22, 26, 34, 37, 39, 41, 43 

Max * Accounts, 1/49; 2/6, 69, 71 

Max * Records, 1/51; 2/6, 8, 17 

Multiple Distribution, 2/28 

Multiple JE, 1/54, 57; 2/76, 82, 84, 85, 86, 87, 104 

N 

Nature of Deposit, 2/27 
Next JE *, 2/7 

O 

Outstanding Bank Adjustment, 2/60 
Outstanding Checks, 2/40, 60 
Outstanding On/OflF, 2/40, 41, 50 

P 

Payable To, 2/89, 125 
Payables, 2/124 
Payee, 2/26,52 
Payroll, 2/124 
Pip, 1/23, 26, 27, 31, 35 

Post Check Register, 2/3, 26, 27, 42, 45, 88, 92, 120, 122, 123 
Posting Date, 2/120, 122 
Posting Disk, 2/124 

Previous Month YTD, 1/50, 51; 2/73, 74, 75, 76, 107, 118 

Print a Balance Sheet, 2/110 

Print an Income Statement, 2/115 

Print Format File, 1/52; 2/10 

Printer Column, 1/52; 2/11, 19 

Q 

Query a General Ledger Account, 2/75 
Query Account, 2/75, 79 
Query Entry, 2/10 
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R 

Rapidforms, 2/25, 29, 7,1 

Ratio, 1/50; 2/74, 118 

Reason For Charge, 2/27 

Receivables, 2/124 

Reference *, 2/26, 34, 37, 89, 125 

Reset, 2/67, 108 

Resort Damaged General Ledger Accounts, 2/79 

Ret Earn # , 2/69 

Retained Earnings, 1/49 

Retained Earnings Account, 2/107 

Ret Earn Acct *, 2/72 

Return to Basic, 2/67 

Reverse Sign (Y/N), 1/52; 2/11, 21 

Review Checkbook, 1/53, 55, 56; 2/26, 29, 30, 31, 32, 33, 35, 36, 38, 39,41,48, 51, 53, 54, 57; 

6/2 

S 

Set Printer Parameters, 1/55; 2/44, 46, 52 

Set Today’s Date, 2/66 

Sort Account File, 2/42 

Sort Accounts, 2/79, 80 

Sort File, 2/48, 49, 90, 125, 126 

Sort Transactions, 2,89 

Start Check Register File, 2/5 

Start Checkbook, 1/8, 10, 13, 19, 21, 24, 25, 30, 36, 38, 40, 42, 44, 48, 55; 2/5, 30, 51, 64, 65 

Start Format Files, 1/51; 2/8, 9, 17 

Start General Ledger Chart of Accounts, 2/6 

Start General Ledger Transaction File, 1/50; 2/7 

Start GL Account File, 1/49; 2/6, 71; 9/2, 3 

Start GL Trans File, 1/8,10,13,19,21,24,25, 30,36, 38,40,42,44, 50,56; 2/7,69,82,83,85, 
123, 124; 9/1 
Start New File, 2/42 

Statement of Changes in Financial Condition, 6/2 
Stub, 8/1 
Sum, 2/17 

Summary Account Listing, 2/94, 95,96 
Summary Reports, 2/103 
Summary Trial Balance, 2/99 
Summary Y-T-D Trial Balance, 2/102, 103 
Sysgen, 1/22, 26, 27 
System Menu, 2/1 

T 

Tips for Advanced Users, 6/2 
Title, 2/11, 17, 19 
TDOS, 1/37; 3/1-3,9 
Toggle Printer, 2/22 
Tractor-Feed Business Forms, 7/1 
Transaction # , 2/81, 82, 84, 85 
Transaction Number, 2/32 

Transaction Register, 1/15, 57; 2/49, 71, 81, 85, 89, 90, 91, 92, 104, 125, 126; 6/2 
Trial Balance, 1/15; 2/63, 76, 77, 82, 85, 99, 103, 104, 105 
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TRSDOS 2.0A, 1/39 

TRSDOS 2.0B, 1/41 

Type, 1/52; 2/17, 34, 73, 74, 75, 76 

Type (T/S/A/I), 1/52; 2/11 

U 

Using The Sample Data, 1/46 
V 

Vendor Development, 2/22, 23, 26; 9/3 

Vendor Listing, 2/22 

Vendor Number, 2/22 

VersaBusiness, 2/124 

VersaPayables, 2/124 

VersaPayroll, 2/124 

VersaReceivables, 2/124 

View Transaction, 1/56; 2/31, 32, 38, 41; 6/2 

W 

What To Do When a Disk Becomes Full, 1/8, 13, 19, 24, 29, 37, 38, 40, 42, 44 
Window Envelopes, 2/26; 7/1 
Writing Index To Disk, 2/79 
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